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ABSTOACT ^ ' . , ^ 

West Georgia College is a unit of the Dniversity 
Systeo of Georgia and is governed by statutes that have been approved 
by the Board of Regents. ^±s fac^iltj handbook is a conpilation 

of general policies and procedures that affect the professional 
.activities of "the faculty ^nd staff at West" Georgia Colle"ge. 
Personnel policies ^ and >focedures are covered (including appointment, 
tenure, grievance procedures, » and equal eaployaent) as well -as 
faculty teaching and nonteaching respoifsibilities (including^ 
classrooa proeedures, .faculty liability, counseling, and 
participation in ico^ege affairs) . Included is an organizational 
chart. (KE) ■ : 
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Foreword 



• . '■>-■■ . ■ ' ■ : • 

West Gefrt^ia (iollege is -a unit' of the University- System of Georgia and 
i4.govemed by -^sfie Board of Regents through the Chancellor and Staff of the 
CeAtr^l Office Of -^-.he University System. Details concerning the general 
policies of the Board of Regents are published periodically in the Policies , 
Board of Regents, .Uni versity -System of Georgia . Information regarding policies 
adopted for particular institutions or the exact wording of a specific policy * 
is contained in the offitial minutes of the Board. These documents are availabib 
to^'the faculty* and -staff upon request. ' 

The College also is governed by statutes which have been approved by the 
Board of Begents, These statutes contain off icial statements of general policy ^ 
, rules, regulations, procedures, organization, ajid governance afc West Georgia 
College. The Board of Regents retains .the powe^r to modify, amend, , or repeal the 
statutes of, the College. Copies of the statutes may be obtained from the Office 
of. tl^e President oj: from the Executive SectetAry of the West Georgia College 
Senate.. ; . , ' ^ 

• A copy of. the organisational chart of /West Georgia College has been inserted 
into this handbook. -*,;'../ 

'^n! " ■• /'■ 

This handbook is a compilation of general policies and procedures which 
affect the professional activities of the faculty and staff' at West Georgia College. 

The format. of this handbook is designed to accommodate readiljt changes in 
content necessitated by changes in policies and procedures. 



ERIC 



3 



CONTENTS 



Foreword. • ^ * ■ 

I. GENERAL PERSONNEL POLICIES AND PROCEDURES 

A. Appointment and Reappointment 

B. Criteria and Procedures for Evaluating Nori-Tenured Faculty k 
within Departments or Areas when Faculty is to be Reduced . 
Bec^ause of Financial Exigency 

C. Criteria for Promotion an"d Tenure 

D. Removal for Cause - 

E. Right to'Redre^s 

F. Grievance Procedures 

■ i : -. 

II. MISCELLANEOUS PERSQNNEL POLICIES / ^ 

A. Academic Freedom, Responsibility, and Professional kthics 

B. Equal Employment Opportunity * ' 

C. Employment of Relatives . / ^ 

D. Employment of Aliens \ • . 

E. Faculty Transcripts a)ad Verif icatiori*' of Degrees \^ 

F. Employee Benefits ' - . - 
, * G. L6avQs of Absence 

H. Faculty Compensation for Summer School Teaching % 

I. Outside Employment ' , 

j. Coipmunications with the Board of Regents and/or the Central 

Office of the CTniver^ity System bf-Georgia 

K. Requests for Legal Opinions from, the Office of the Attorney 

General . . * t 

.L, Legal Holidays \ \ • 

M.- Admission to Student Activities 

N. Enrollment of Faculty and Staff in Courses and Instructional 

Programs/ ' » . 

0. Faculty Absence^' , 

P* Disruptive and Obstructive Behavior 

Q. Political Activity - ' ^ . 




III. FACULTY TEACHING RESPONSIBILITIES y 

« A. ClassroQm Procedures 

B. Record of Student Absences ^ • 

' C Class Rolls ' - 

D. Coufse> Changes and Drops 

^ E. Reporting Grades 

' , F. Final Examinations' . . 

- G. -Cheating and Plagiarism 

H. Faculty Office Hours ' ' . * 

I. Field TripQi^ / ^ ' 

J. Procedures for Effecting Curriculum Change 

K. Textbook Orders and. Adoptions 

L. Research, Research Grants, and Sponsored Operations 

M. Faculty Liability 

N. Release of Information about Students 



IV. FACULTY RESPONSIBILITIES OTHER THAN TEACHING 

A. Advisement 

B. Counseling 

C Orientation . 

D. Participation in College Affairs 

E. Participation in Civic Affairs " 



I 



F, - Participation in, Convocations and Commencement Services 

G. Faculty-Student Relationships ' - 



* MISCELTJilEOUS PROCEDURES 

A. Travel Regulations 

S. Learning Resource Center, Computer, Library 

C^. Use of ^Buildings 

D. Use of Bus and Vans * 

E. Smoking in Classrooms and Meetings 

F. Student Assistants 

G. . Visitor Parking Permits ■ ' 

H. Parking Regulations ^ ' 

I. Issuance of Keys . 

J. Soliciting Funds on Campus . . 

K. Personal Use of State Property 

L. Faculty Memo ' . 

M. Equipment for Social Activities 

N. Us^ of Bulletin Boards 

0; Telephone Service 



ERIC 




I . GENERAL PERSONNEL POLICIES ' AND PROCEDURES 



Appointment and Reappointment (Article V, Section 2 /WGC Statutes) 
1. General ^ ' 



All appointments and reappointments of . members of the Faculty shall ' 
be made by the President of West Gerrgia College with the approval 
of the Board o,f Regents. Recommendations for positions on the 
Gener^ll 7aciilty will prdinarily originate with departmeatal chairmen 
and"" shall be presejaJC^d, through appropriate, deans or directors of 
activities and then through the Vice President and , Dean of Faculties, 
to the, President for his consideration, ' , ■ ' . 

2. Appointment . ~ , ' . 

Every appointment ^ball be made solely on the basis of merit 
and the special qualifications of the individual for the. work, 
demanded by the position. For teaching faculty, special considera- 
tions shall be given to:, tlie ca'didate's teaching ability; his/ 
her. research ability; and his/her achievements; hisyher success-^ 
. ful experience (this must necessarily be waived in the case of 

beginners orthen<rise qualified) ; his/her desirable personal qualities 
judged on the bas ? of personal -interview; his/her complete blograph 
ical data; his/her recommendations; and his/her general usefulness 
or prbmise to the College. 

The appointee sliall be given the appropriate teaching rank 
according to the criteria outlined in Section I-ll, Policies ,\ 
Board of- Resents , University 'System of GeaStgia and ^the Policy ' 
Handbook , Wist Georgia College . (See "Criteria for Promotion 
and Tenure" in this handbook.) Department chairmeni deans of 
schools, directors of activities, and other^ personnel authorized 
to recommend initial appointment of faculty members shall^be 
responsible for maintaining equity in rank between faculty being 
employed and those already serving^. 

It shall be a condition of the initial of f er .of employment , 
thp.t such employment is cx?ntingent upon receipt of official 
veriflpation 6f all degrees claimed. , : 

Completion and signing of a s.ecurity questionnaire^ by each ^ 
employee of the University^ System of Georgia shall be a condition 
of employment. All copies of security questionnaires shall be 
• , filed in the office. of the Board of Regents and no copies thereof 
shall be kept at West Georgia College'. ' 

All employees of the University System of Georgia shall be 
required to take and sign loyalty oaths as required by the Isws 
of the State of Georgia. The form of the oath shall be as pre- 
.scribed by the Attorney General, of the State of Georgia and the 
Board of Regents. ^ 
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The President shall send to the Chancellor the name ai\d 
biographical sketch of .any alien recommended for employment. 
The President shall also send* to the Chancellor, with his/her 
recommendation for the Employment of an alien, a certification^ ^ 
that a thorough investigation has been inade aiid it has been 
determined that th^re ia-no qualified' citizen of the United 
States available to perform the services desired by the ins ti- 
tutioti. Cognizance shall be taken of the 1955 Laws of the 
State of* Georgia (page 383) which provides. .that any insti- 
tution of the University System of Georgia may employ any alien 
who is attending such institution as a student, and any insti 
tut iou may employ an alien for a period of time not to exceed 
one year, oi: enter into exchange professorship agreements with 
*ins-titutionsV foreign or otherwise, where aliens are"^ involved 
for a period Of time not to exceed one year. If the 
^ President desiires to continue the employment of the alien 
beyond the first year, he/she shall request thp Board of 
Regents to authorize his/her continued employment. The 
Board- of Regents may, if it sees fit, authorize reappoint- 
ments of aliens on, a" year to year b^sis. (Section 1-15, 
Policies , Bo,ard of Regents , University System of Georgia) . ^ 

The basic criteria for the appointment and promotion 
of faculty^ at West Georgia , College shall be appropriate 
qualifications and performance as set forth in -the policies . 
of the Board of Regents. Relationship by family or marria-ge 
shall constitute neither an advantage nor a disadvantage* 
provided the individual meets and fulfills the appropriate 
University System appointment and promotion standards ,as^ ^ 
set forth in those policies. No individual shall be em- 
ployed in a department 6t unit under the supervision of 
a relative who has or may have a direct effect on the 
indfvidual'^ progress, performance^*^^ welfare. For the 
purpose of this policy*- ' relatives are defined as husbands ♦ 
and wives, parents and children, brothers, sisters, and 
in-laws of any of the foregoing. (Section 1-2, Policies, 
Board of Regents ^ University System of Georgia ) . 

3. R'^app ointment . • ' 

All tenured faculty members employed under written ' ^ 
contract for the fiscal or academic year of three quarters 
who do 'not wish empl'oymeTit with the College for subsequent 
fiscal or academic year shall give written notice. of their 
intention* to resign to the President t)ostmarked no later 
than Febt'uary 1 immediately preceding the expiration of the 
contract period. ^ , ^ ■ 

On or before February 1 of- each year and immediately 
preceding the expiration of a contract period, the President 
* shall, in writing, advise all non-tenured faculty members 
and other non-tenured personnel employed under written ^ 
contract (except those who are in their first year of 
employment) whether an employment contract for the succeed-^ 
ing academic year be offered to them. Such written . 

notice shall be delivered by hand, or by certified mail. 
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rto be delivered to the addressee only, with receipt to 
show to whom and when delivered and the address where 
delivered. ^ 

. Non^Tenured faculty members and other non-^tenured 
persorjagl under written contract who are in their first 
cm^act period of employment, shall bfe notified as • 
aforesaid on or before April 1 immediately preceding 
- the expiration of their contract period. • v . 

^' — ' ' ^ • . ^ . 

Non- tenured faculty and other non-tenured personnel^ 
employed under wJjitren contract shall be employed only 
for the term specified in his/her contract. Subsequent 
or future employmerit, if any, shall result solely frpm a 

separate offer and acceptance requisite to execution of a " / ^ 

. ^ new and distinct contract. (Section' 1-6, Policies, Board % 
_ £f Regents , University System of Georgia) . ' 

B. Criteria and Procedures for Evaluating Non-tenured Faculty within^Depaf tments 
or Areas when Faculty is to be Reduced a^c.ause of Financial Exigency 

1. Criteria ■ . . " ^ • 

^ The following criteria are to be used" in determining the comparative . 
valye of non-tenured faculty to a department or area in order to., determine 
which faculty members will not b^ rehired when faculty is to be reduced - 
because of financial exigency.. -The first two are clearly inter-related 
•and most important, The others are of lesser importance. 

a. ; Departmeilt;ai-<area) needs^ 

b. • /Teaching,^ effectiveness ' ' . ^ 

c. Service* to the department and college 

d. Professional growtji |^ ^ - 

e. Academic achievement " ' 
-f. dumber of academic years of service to the institution - 

g. Segrvice to the community ^ . . , 

Definitions of criteria b,c,d,B, and f are included in 'the promotions 
document. . • ' ^ 

Each spring quarter departmental needs are to be determined by the department 
chairman in Consultation with faculty members who shall assess the effectiveness 
and value of each program or course offering td the department and college. 
^ Each spring quartet the supervisor of each of the "other" areas will con&ult ' 

with faculty membeiTQ who shall assess" the^ effectiveness and value of each function 
of the area to the area and the college. 
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Procedures . ' ^ , * 

a. Each department or area shall decide in the "Spring of each year 
on the consultation procedure to^De \ised In the event that ,it is 
necessary to reduce faculty for financial reasons. 

* ' . ^ -'■ . ' " - 

b. , Jit the time that a department chairman or supervisor is informed - 

that a staff reduction for financial reasons is tiecessary, -he/ 
she shall institute the following procedures: 

The department 'chairman or supervisor shall provide *^ 
copies of each non-tenured faculty member^s curriculimi " 
vitae (defined In "Criteria kor Promotion \and Tenure" 
in this handbook) to the appi^ppriate persons. He/she 
shall also provide those persons with a copy of. the 
statement of 'the departmental \asses8ment made in the 
preceding* spring. I ^ * 

The department chairman or supe^isor shall consult 

with members of the department ^r area (in the manner 

decided upon by the department or area) to evaluate 

each non-tenured member (except himself /herself ) . * 

according to the criteria. The consultatidn shall 

culminate in written evaluations of each non-texiured 

faculty membe^c; each evaluation shall be signed or 

initialed by the dep.artment chairman^ and the person 

making an ind:j.vidual evaluation or the persons making 

a collective ^valuation. 

... / , . „ , ■ 

The depa'rtpent chairman or supervisor shall prepare 
an abstract /of the evaluations > noting both the , ' ^ 
strengths and weaknesses of each person evaluated, 
aud shall ^Iso prepare a ranking list o£ the non- 
tenured faculty of tde department or area. 

The abstracts and the ranking list kttall be forwarded \ 

to the dean of the school or the Associate Dean of the 5 ^ 

Faculties. . . 

! . ■ • 

The individual evaluations from whiqh the abstracts 
were prepared', shall not be destroyed until final 
action -on the reduction of faculty has been effected. 
" ' ■ ■ • > . , 

c. -Persons whose contracts are not to be renewed because -of action . r 

taken under these procedures shall be notified of such non-renewal 
at the earliest possible date. A person wishing to submit an appeal 
or to institute al grievance procedure ^lust <do so witjiin ten days of ^ 
notification of non-tBnewal. If a person appeals arid is rejected 
and wishes to 'institute a grievance, he/she must do sq within five 
days of the rejection. ^ * ♦ 

d. When a faculty member teaches courses or serves in another, department 
or area than that which is his'/her primary responsibility or ^hen be/ 
she is on loan for less than a year ;^ to another department or area, he/ 
she shall be evaluated according to these procedures by his/her home 
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departTOenc. I13 addition, however, the depattment dtiairman or supervisor 
shall consul!!: ^^ith the department chairman** or supervisor ±n the other 
area and include the latter evaluation in his/her ranking. ' 

e. A faculty member who no -longer performs his/her primary function in the 
department or area ih whi-ch he/she holds rank shall not 'be evaluated - 
by that department or a^ea acccrding to th^se procedures until after 
he/she has returned to t\\at depatcment^ or area and served for an 
academic year« " » . * 

Reappointment of Faculty Who Are Terminated for Financial Reasons 

a. The College shall maintain a list of all employees not r^e-appointed 
for financial reasons* They shall T^e listed by service area and 

, function or by department and area of specialization* 

b. When positions are reinstated in an ar^a or 4^epartmeut for which released 
faculty members^ qualify, they shall be offered the position and given 

a reasonable time within which to accept or decline it. 
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C. Procedures and Criteria for Employment, promotion, and Tenure 
1. Foreword . 

These procedures are designed to place the res,ponsibility for selecting ' those 
, > persons in thfccollege best oualified for promotion in rank or grantitig of 
^ . tenure withiuKhe purview of increasingly larger units 6f the college. , 

The number ofv faculty members who advance in rank and the rate of their 
advance are dependent on a number <>f 'factors, several of which are beyond 
the control of West Georgia College, The external factors- include the 
following: . , - 

- The Board of Regents, who must maintain a sound and 

equitable structure within the University System; 
Financ:i.al appropriations; 

Appointments of new faculty members and resignacXons or 
retirement of faculty members within departments; 

Availability of applicants with advanced degrees and/or 

superior experience of recommendationfe* " 

. Beyond these' factors , advance in rank shall be controlled within the College 
by an annual promoj^ion recommendation system whtfse purpose shall^ bia to 
promote the most competent faculty members available to the advanced 
professional positions that have been approved by the Chancellor* s, office^ 

The annual promotion recommendation system shajl also control the granting 
of tenure* Tenure, shall be ^extended to recogig.ze professional achievement 
and .service and also to provide an element of job security/ 

The annual promotion recc/mmendatlon system shall be administered according 
to the procedures herein established* 
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All actions taken according tio the procedures, whether hy the costmittee^,' 
the vice president and dean of faculties,, or the president/, are in the form 
of recommendations'' to the .next higher authority and are, tth grafo re^ suhject « 
to review by that higher authority* ^ ^ 

2* Procedure ' ^ " » • 

- A faculty member may be su^ge^ted for promotion or granting of tenure 
by his/her administrative supervisor or by a col league » or he/she may noMnate 
himself /herself . Any faculty 'member '^hose name i« suggested or ^^ho believes 
hixaself /herself to be fully qualified for promotion or tenure as assistant 
professor in accordance with the criteria estab^shi^d herein and ^o desires 
to be considered shall submit a dossier* organiajed according to the four 
specific promotion criteria (which shall %lso govern granting of tenure to 
assistant professor) ♦ to ihis/her department chairman or nifoi-teachtng faculty 
supervisor* The dossier .shall include clear** identification of the two 
specific criteria considered noteworthy (see **Faculty Rank— Crit«ia.'* in this 
section of the handbook) ♦ 

a* t^nrmAtt^i'^ as^f* nt>#>ration of Facrflty Promotion and Tenuri^ 

Advisory Committees ^ , . 

A Faculty Promotion and Tenure Advia^ty Committee ahall be established 
in each- school of the coileje* and one such committal shall be eata- ' 
blia!ied from those holding faculty rank who are not assigned to a schoiii* 

In each school .the dean shall be responsible, for the esta- 
blishment of the cdmrnittee^'^nd he/she shall be its chairran^ 
The committee shall consist of the dWn of the school* who 
will be a non-voting meis&er, and such members as shall be \ 
selected by the faculty of each school by whatever means the^ 
faculty of the school or i^:s representatives shall detel^ine* 
No faculty member shall ser^e on the committee during year 
in which he/she is being considered by the committee* 
department shall have more than two* members on the coMiittee* - 

i ^ ^ ^ . , * - 

The associate dean of faculties <shaH recoraend to tho^vice 
president and dean of faculties t^^e are^s to be represented 
on the non-teadning faculty committee* TKe cossBit^^e shall 
consist of the associate dean who wiir be a norr-vot:lng ckember 
as ^chairman^f and such members as shall be selected by the 
, faculty members involved by whatever means they shall d^temine. 

Each committee shall m%M.% ^t'th>^ call of It^ caaimsn. -.AIS: die 
initial meeting, the committee chairman shall review th^ qualifica- 
tions for each rank so that all members ^will be aware of the speci-' 
fi% criteria necessary for promotion or tenure as assistant pro- 
fessor. All dossiers submitted shall be reviewed by all committee 
members prior to other meetiligs. fepartment chairm^r ' super- ♦ 
vlaors shall see that: all dossiers are organissed unifort^y ac-- 
cording to the four criteria, specified^ • 
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> ■ ' ite Co^^tee^^" chaiMau shall sutett a Hut o£ the nmM 

- ; . ' • 0f/efe8!e viais .preai'fent and de^ii pi .^^^ , 
* ^ £ae^lti^ii» - The n|s:ie0 of thosc^ .KCscocasiigidM.for-proi^- ' ~ 

" " ■ • £ tea shall Ibe ajrrai^ged fey' ^'-adekle.raaVt ^^^^ • \ 

iiat-vShall ^enslafe <kf the masaa of $ho«0^ tecoiMeM^d , 
for gtifiictog @f. tenuro m mBtutmt professor « TBfe^ ^ * 

' , eteimai]^ shall. adce^ the pereemcage'' 5fc the possible . >. 

•* • " " 

• ^ ■ . the de^^ato^ ©f Ihoae apprSv^^d By the eo&jsilttae ahall, jba 

^Tt^e'^0?s^it.t'isa chedmm uhmll pmp^m a.sfcat«snt for each: 
• 'gatiditete ts<yt ^r4?sp«.ended' infotM hto/her- of the . areas in ^' " 

■mpmi^d in ordar thm: th^ qandidat^i ^liall Be adjudged 1s«afct^r 
.. qimllSii*d yhen agate ^ous^ered fo^ proinotiori* 'This sfatsTOtfet 
\jf [ bMII be fofwardad t:© the 'caadidates at . tlie aam^^tiiGa' as state- / 
mntB £x0m. tha vice president 'a^d d^^an. ' of fac;?Olties am a^ij^fe 
_ Caa provided, be law) « . ' ^' V / ' ' ^ - 

'^^M^' Th€ vice picesld^ut;'^ and deto!of fao^ltites dtt3tlX»coiiipHt%td^^ 

■c^t .tte-'pfople. re<5.oj»4^xi^d, a's .rgVeaied/bj^^^telr their > .^^ V..^ 
jj€*siti0ii oia the ra«Md: l.is^ta p.iea^Jded b^y tlt^^^•^visory cods^^ --f ' 
%»ics^ f|»yeaideut and dmn 6i ip^cnltim' uh^ll th'^^dacide ^hich- Candida ri^s 
M will racoiBffl^kd' favo&bly W the Fi:^sidetit* ' HH^lvalirthen -i^iotify: 
thi^ ^dta^ pf^each Bchod^X and tft«^ as^lf^cifete dean of f acutties of his 
, *' . - '^ . deoisionB* - th t\ie v'i^ shall .-^irovlde a, atatisi^aut ; ' 

, for ^aeh additional u^uccos&fjjl caadidate Cthoaa caMidatas i&?hom-th€ 

- vl« frasld^nt and d^an of faculties h^s decided ^tot to recoil 

th^^ ^preaident , for pr<Mocipii or tenuta) Itif ormfag^ hto/h%r srpe^iflealiy 
fjf the areas in which additional effort: ahould bS ^^^nded iia order 
, . thac the candidate stsall be adjtidgf d befeter qmlifi^ whert again eon- . 

^idered for promotion* "~ ' ; , -'v-- . ; 

■. ■ • . . ^ ' r ^ 1 * ^ ■ . , * , ■■ ■ '"'^ 

" / The- deans of laa&h school and the associate d^an of facaltleB ^^hall' 

- : ' notify tte d^parfcmetit cjhairman or auperviaor of the BtatttsVof . ..>^- 
, each csmdidatef The dep^rfcmeht cteirikn ih tum 'ahall ±psmediately ' 
- * inform eacK candidate of hi^s/har , status*- the deans and associatr^ ; . 
deim o£ faculties. $hall- also forward their statementa and the^ice 
l>res±de'ut and deati of faculties stetements to lunmjceea^ful caudi^ 
« ■ ■ " dsJtaa throxigh t^e aatn^' chantials* . > - ^ 

Copies of the at^tetmettts shall alaa pla<;ed '4a the candidates^ - 

r tl*'^ Appeals Procedure , ' ^ , 

Withi^*^ten days 6f notif icatiou 'by the department chal^^a, ttnsuc*- 
/:essf ul» candidates may submit in writing an appeal fpr reconsidera- 
. ,t»ioti through channels- to the vice presf dent and 'dean of faculties;' ^ 
r. . They^ shaljl includ€^ -«uch additional data as they think pertinent to , 

^ 4 * ^ theiir^^ The promo tiion cornmitt?;e of the appropriate sAool or 

erIc V . . - 13 ^ r-^ ~ . 



$mai mcmismt'x4i& z{itin%d&tQ'&.-mti,tB in r«l&ticn to- the- loerits 
.iis sine^e rec0B5isenfJf4 iz-i ptasct*icf» »r tmuti: zc the ejtteaf desired ' 
the 6i»pie 'tfia^pjity coMittefi aeiabtra.,, they shall thea vote , 
:-'a» :{5,,-s««iqi5 2..4» snd. the sfiaiirffien shall fofteard their recotumetida- 
■ dossi«ts..«f-aU appjelJants to^.the vxce pTesi4eiit and 



The vica presitleat asid. -a-eiiji cf i«iultaes" $hall mm:m<"ths advisory * 
■•5cff.s-|rsteesi recsffiffltJicistitoM, ^tim mmlms «si. ail, candidates who- ' ' , 
ap|)0slc-(i..the-ss»s.tcee8 * ?«eijow.aiid«tioici,^ mi '-nhe' fecommen-datlons 
on; appeal 8 cf./the prssssKioK advi.s»ty Aomnit*- ^e6e ^ sad such other-- 
maE.erxal .as he/she thirsts •petclneat.. -fc ai4 him/her reaching ' 
^ dfi-£4-sA©ns , h#/she -leay alsa- eocsiilt. with'-disiiitexested persons of ' 
h%$i'Mt choic#,, Ss/£he sMbU than recoEssead ,t& th'ife president ' 
those i-aculty. mesber© sensideted to fee f ally., qtialxiied and dese^v- 
*ng- 3t prcaottPR ct tent|.f6j,- .af ehs case may be . . ' 

Af ter., a re;?i'sw ©f the .'■^-iosemeadations" cf the laeulty, promotion^ . 
aa-visory comitfieeg, reeataeBdations of cojEitilttee chalwoln ^d 
4epar£tss-eiit ^^haismeR,- and of^tfe' vice presideftt and deaa/ of,- faculties, 

decx8ic.r.s en appeals ..cf.tha vjcg president 'asnd*' dean 
M fd<;ul£ies,. the president, shall yetoinmead to the B<jsk^ cf Regents 
Ehss*- £,kculty taeabets che. president jtidges ftilly q^alified'and de- 
.sennflg sjf pcotffiQctbn or tenw^^, as rhe c.as%, way be, \ . ' 

fxgmHim in F«eulsy Rank a MemheE' of the>dmi«i0tra)lve-Staff . 

Any mtmut o£ tlm admiji&trAtrve. se^-ff wh^. holds iacwlty ranic in a 
teaching area ar*d "whs wishes to be considesed tot pro.tiiotion or- who" 
is x¥^'nmmMd far pioMotion shall stsbmit ■ a 'dossiec to the. chairman 
of the departaseut in whxsh he/she holds 'tank. His/her 'apWication/ 
nomination fchal'l he tons,ider.ed3 under the procedures hereife prescribed". 

Granting of PemiJhent .Xenare Mter Ptobationary Period ' \ -- 

laeh faculty member 'hired as a professcjr or associate prof. gssot shall, 
during the spring quarter of hrs/her second-'year, be evaluated by the" 
faculty promotion advigofy tojnroiste.e at his/her school m other ereas 
in the manner pceacrtbed f or nbminees for promotion and h.is/her can- 
didacy for «anyre ©hall be Voted W>y the tosmittee. A- two/thirds 
majority sna.p be neaeirsaty for recommendation for renewal ofshis/her 
fourth yeat contract, , - . . ' , -. „ ^ ' 

Initial EmployxQe.ut , ' \ 

The saae criteria elaborated .below for each faculty "rank shall be ' • 
applied when faculty are inr^ialiy employed, Department chairmen 
and/or department peiscnnel tommicteejb, shall he responsible for • 
marataining ecfutty in- rank between faculty being employed and those 
already setyxng. If problems of initial rank arise, they may be 
brought faefoje the approp'riate &thcoi or non- teaching promotion 
advisory .committee'.- . . ^ '; ' «r , " . ■ . . 



Eaeuitjf. Eatik-'r-Crifceria - ^ • 

a,. Time Mmit^~Promotion /> \' ' - ' • 

.,. ' . '. \ ' • : 

An la^ructor laay serve Iri rank a nfeaximum of five, years* He/she should 
he considered for promotion °as soon as he/she has met criteria f<5^r 
'■ - Assist aiirt- Professor* • - ■ • . ' '•■ 

J ih.AXL Assistant Professor shall normally not- be considered for promotion 
. to Associate until .his/her third jrear in rank at W-sfst Georgia\Collegej 
h^/jshe^must he considered diring hi$/her vflfth year* If 'rejected. at 
that time^, he/ahe must t>e considered again no later than his /hei: ,;aetent^ 
year* ' If he/she is not promoted by or during hi?/her ^seventh yea^ 
as0i>$.tant professor or^*his/hex" tenthy^ar as instructor and assistant ' 
I)rofe3Sor,' hie/she shduld he grajated tenure as an Asaistant Profess or or * 
not, re-empl<^ed* A fl^culty member* s receipt of tenure j$hall tibt preclude , 
his/her future consideration for p • • - 

The time after which a faculty memher must* be considered for promo ticjn J 
to associate profeBsor or ;jfor the ^rant^ng f>i tenure shall be counted 
from Septet er l,- 1971, or the date of employment^ whichever is later* 

An Associate Professor shall normally not be considered for promotion n 
to professor until his/her fourth year .in- rank, • " 

Time Limits---Employment and Tenure. . v 

Tenure of Professors' and As^ocia^te !?rdfessors shall be permanent^ When 
a faculty memhir'*^ jfirst connection with an -institution is* in the capacity • 
of a professor or asspciat^e professor^ he/she shall seryfe on. a probationary 
•basis for a period of three years; he/she shall, during his/her second 
.year., be evaluated as prescribed in section Z*f*. 

The time after which a faculty member hired aS associate professoj: or 
prof essor TOUSt "bd evaluated as described shall be counted from September IV 
1972, or the date of empiojrment, whichever is later, - ; > * 

' AssiS^taiit PrjOfessors may .be considered for tenure*^ during their fourth 
year of, service*. ^ ' . • " 

■■ ^ ' - • „■, ' • ■ 

Appointments of . Instructors shall be on a year-^to^year basis and no 
teacher shall serve with the rank of instructor for a»pefiod longer 
than five years* , \ 



(Board of Regents Policies » p*l]9)* *■ 
c* Specific Criteria " ^ . . ^ 

• ■ ' ■ ■■ ■ ; . y • ■ . 

Four criteria are pr^^crihed by Board of Regents Policies , p, 11^ ^ 
Superior^ Teachihg, Cuts tanoing Service to . the Institution, ^caHemic 
Achievement, and Professional Growth and Development. According^ to . 

' Regent's Policies ,-. NOTEStoRTHY ACHIEVMENT should be expected jtn only^ 
two areas. For employment or proiadtion to Associate Professor or * 
Professor, one must l]ave demonstrated SOME ACHIEVEMEfiT in. all four 

' areas* For /non-teaching personnel liqt assigrifetd to/a schopl, out- , 
.standing fuifiUment of duties shall b^ the criterion japplied rather 
than superior teaching. '1 



3 coatinued) 



Belov; are outlined specific 2IIN32lU?i reouireraents by rank ,^or meetirio 
eacfi criterion s ';c^ " 



To 'Be Km^Ioved 



Instr uctor 



;1. Teaching 



Service to Institution 



3» Academic Achievement 



4. 



Professional Growtl^^. 
and Development 



If no teaching eKpexUenci^sV T)(?itential for 
#^f ''ectxve teaching as revealed by transcripts 

\, tacomraendatiions, aud personal interview. If; 

^Jf^R^ienced^ evidence of effective teaching 'i 
hs reveale^d by recoraraendations. . * 

' ' ' ' — .'^ 

?o£ential for student counseling, community 
Gervice. committee .work, skill in handling • 
teaching routines or other professional 
^ duties, and for proper ethical ^pgJar^onship.'^ 

Master's, degree. with plans for further ' 
academic' advancement/. Except ion may be made- 
in /fields where recognitioaf and achievement 
ar'e of more significance than .receipt of 
•degree. " ^. 

Definite plans for. continued professional^ 
study an*^ potential for involvement dn 
a^professional^^activities. - 



TO Be Em ployed As or Promoted to Assistant Professor 



1* Teaching 



Z. Service to Institution 



Same, as Ins€^ructor. if prospective .employee. 
Tf "^eing promoted, demonstration of .superi- 
or teaching as evidenced by evaluation. 2 

* - » . 

Willingness and availability to counsel 
students, beyond mere advising for regis- 
tration and classroom contact. Potential 
for or interest' in cpitonunity vdrk. kegular 
attendance and some Xiont^ributlon at com- 
mittee meetings. ' Willingness and-^kill 
in handling- teaching/routines and neces-^ 
aary peripheral; d^^ Effective advise- * 
ment of student Ytganizatiqnsl .Maintenance 
of proper prof esfeiorral yfeThlcsT' ^ — ^~ 



3 . Academic ^'Achievemetit 



4. ,.^Prof essioni-:! Growth 



All work for the doctorate except disser- 
tation i^ ar^as ^ere Ph.D. or Ed.D. is 
appropriate -or," in other areas, significant 
p^ential in specialization. 

Membership in .resional professional orgatTi- 
zations.V Continuous study or research or. 
• creative work*: i ^ 



(I. Cj 3 continued) 



\ 



To Be Employed As or Promoted to Associate Ptbf essor 



1,. Teaching 



' ^ ' If no college experiencejj potential for 

superior teaching. If expefeLanced' but 
new employee V evidence of superior teach- 
ing .as revealed by recommendations. If 
being promoted, , demonstration of superiot 
teaching as evidenced by evaluations.^ 

Service to Institutibii^^ ;^ Recognized success as counselor . to students. 

Demonstrated interest in community activities; 
/• Interest in committee wo^rk demonstrated by 

regulair participation and contributions. . 
- . * Willingness an^ eff iciency in handling 

teaching routines and necessary peripheral 
% duties* Effective advisement .pf student 
organizations. Maintenance of proper pro- 
fessional ethics, ' ' ' - 



3. Academic Achievement 



Doctorate or extraordinary recognition and 
achievement in specialization. Where ap- 
prppriate, a second Master's degree or 
ot^er study may be considered in Hen pf^ 
a doctorate, • - 



4. Profes'siotial Growth 



Continuous study, foriaal or informal. 
P^rticiJ)ation '±ti professional organizations^ 
Demonstration of research or creative wofk*^ 
Local recognition in area of competence.^ 



To Be Efgployed As or Promoted to Professor 



2. 



Teaching 

Service to Institution 



3. Academic Achievement 



4. -Professional Growth 



Same as for Associate Professor. 

Sk4.lied,]in working with committees as 
evidehqed by noteworthy contribXitions. 
Siteess "as cpimseior to st\xdents. 
Effective advisement of student organi- 
zatioYis. Participation in community 
activities. Maintenance of proper 
p;ro^e^ional ethics. 

Same as far Associate Professor. 

Continuous study, ^ formal or infprmal.^ 
Significant participation in state,,, 
\regional, or national p*tof essional 
organizations. Continuous demonstration 
of research or creative work.^ State, 
regional,; or national recognition in . 
carea of compejience.6 . 
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(I. C, 3 



continued) 



. To *ge Granted Tenure as W Assistant Professor 
1. Teachjing , • ^ ^ S^e as for Associate Prpfessor. 



2. 



3. 



Service to Institution^ 

Academic Achievement and 
Professional Growth 



Same as for Ass<|)ciate Prbfessor* 

Eitter: ' - \ * / 

^ (A) Doctorate of extraordinary 
, xfecognition and achievement 

in specialization. Where . ^ 
approtrriate, a s^cond^Master's' 
. . degree lor other study may be • 

considered In lieu of a doctorate 



Or 



J 



informctl 
iJrof essionaj 
Demons tr^ti 



cre^t 
viition 



ive 



Explanatory Notes^ 



\ (B) Continuous SI tudy, formal or 

Participation in^ 
-I organiz^atTions • 
^.•.ion of te^^earch or ' 
work,^* Local recog-- „ 
in area of competence. 5. 



ASee-AJl.U.P.. statement on prd'fessional ethics in "Academic Fteedqm, Hespbnsibi- 
° lity and Professional Etlilcs" in this h^iidbdok. ' 

^ 2see section 5 for instruments, for evaluating teaiching, 

. Professional, growth may include the following:, (a) seltvice on statewide, 
regional and nactiorial committees, paneXs; (b) attending up da! ting .workshops, seminary, 
short .courses, institutes} (c) stajie, regional, or national Joffices or executive 
positions in learned or professional ^ocieties^, (d) travel rjelated to one's particular 
field .!bf teaching and research. (Items b and d may also satjisfy |)art of* Criterion : 
Number 3 — "Academic Achievemeiit. "J . ■ i . - 

^Performance or exhibitions before state, regional, or national groups. ■ ■ ^ 
Publications and papers presented before leaned societies or meetings. Pub- 
'.lications and papers should be listed and. separated in -tfte following, fashion 
and identified by the department chairman In the candidate ^-s "dossier as to 
their significance as contributions to the' particular discipline: - 

(a) Books and memographs, . 

(b) • Publications* and papers, reviewed before acceptance, 
' ' ' (c) A'bstracts and reprints (e.g. , an anthology) , ; 

(4) Publications and papers not reviewed, ' , 
/ ■ (e) Journalistic (popLa^tr) writings. ; * 

Creative work should also be evaluated by the candidate's department .chairman or 
some faculty member of higher r^Snk and recognized competence in the same artistic 




(li C, 3 contifiued) 



5Con^ultii]Lg-, conductixig workshops , speech-making* or performing locally 
(businesses, p\ibli<: schools, civic clubs, churches, etc.). In these activitieV^^ 
it^ is assujned "tli^t the 'faculty member is utilizing his areaCs) of competence \^ 
as an extension of his researcli or classroom teaching for the benefit df those 

who would normally noi: have access to regular classroom instruction. * 

-V ■ ' ' "'^ ■.; * • ^ , . ■ . , ^ ' ■ • • • ' ' 

^Consul ting, conducting workshops, speech-making, performing for businesses, 
public schools, ciyic clubs, churches, etc. Indication of one's recognition as . 
as expert by other academio,' bui^lness or prof esslonal* people. jDould be demonstra- 
, ed,1by invitations to be^ on . program of scholarly or professional mpeting^. (These 
and cert airi» activities under ''Professional Growth" may also be considered as evidence 
of Criterion Number 2-*.--" Service to the Institution.") . . 
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4, ' Curriculum Vlt^e ' , , . : 

* The curriculum vitae which is to* be included* in the dossiers of candidates 
for promotion or tetiure a^ assistant professor shall follow this format (which 
'is arranged to coincide with the four criteria defined): \ ' 

"' • . ' . ^ '"^" Hame . . ^ • ; 

' . t)ate - • 



Teaching (or work experience for non- teaching- faculty) : 

Date • Title Institution and Department 



Service to Institution: X 



onmittee membership:^ . * * ' ; • 

ounseling experience: - ' > ^ ' ' _ 

Advisement .of student orgafiizations :, . " . ~ ■ ' ^ ■ 

Participation in_educatlonal activities: (talks ''to high srchool classes or B^ta 
* club s^ Judging of high sefeobl achievement tests, leader or mertb^r of* 
seminars in ^-field interest or in general education, leader or member 
. of discussion groups in field of interest or in geiie-ral education) ^ 
Participation in community activity: . . 



Academic Achievement : 

Degree School, ^ . Ye^rs/ 



MvA. ThfeSis: --./^ 
Ph^D. Dissertation; * 
Honors : 

Professional. Growth :. 

Membership and of f ices 'in^ scholastic honoraries: 
Membership and offices in -professional societies: 
'^Publications: ' . < 



Papers rdad: 



1 



. Editorships: • • " . \ . 

Work-in progress : ' ^ / 

Listed in directories? - ^ / / 



5. Evaluations 



Evaluation of a faculty mefliber*s work should* be continuous inasmuch las 
e\'aluation should aid a faculty member in becoming, more effective in thei per- ' 
fptmaXKre of his/her duties as well as offering evidence for promotion ar^d/or v 
tenure. ' , , * ^- " ■ - 

Although evaluation of classroom^ success is necessarily somewhat sub- 
jective, three modes of evaluation can £o'a significant degree objectively 
measufis teaching effectiveness: self-evaluation, evaluation by the depart- 
ment chairman^ and student evaluations Because^ West Georgia College believes 
that teaching is the most important function of a faculty inemberi the fdcus 
of evaluation instruments shall be on teaching and related duties. 

The instruments of evaluation are ^standard^ forms for all department^, 
.but any school, dejf^artment , or ^area may add questions to^the self-evaluajtion 
form^^aTxthe department chairman's form which make the forms apply to the! 
"uftique qualifications of the specific area. In addition, a department or 
area* m^^clevise, administer, and tabulate the^ results of an "3 valuation j^orm 
which is. especially applicable to the specific area. The department chairman 
shall include -the results, of such an evaluation "form in the dossier of each 
department member bein/\considered for promotion. In place of* the standard \ 
forms, non-teaching areas may demise their c^n forms to evaluajte fulfillment 

of duties, . ' 

. " ^ ... ' ■ ■ \ 

Student evaluation forms shall be an official part of the administrative 
evaluation process. The evaluation shall be ^private and shall be puj)lished 
only with thi^' agreement of the faculty mamber.': The department chairman's 
revaluation and the self-evaluati'on in company with the ptiblishei or unpublished 
.student evaluation shall be in the department chairman's care ^nd the cumulative 
file shall be available, only to the faculty* member,\/his/her department 'chalinnan, 
school dean or area supervisor, the-dean of academic affairs, the president, and 
the Chancellor except wlien the faculty member is being considered for promotion 
or tenure*. When the faculty member is being considered for promotion ori tenure, 
the entire file shall be liiade available t:^ the promotion advisory committee. If 
the self-devaluation ^.a^^^^ department chairman ^s ev^aluat ion are compht^rizecl, code 
symbol^ shall** be used to insure anonymity* . . 'J^v/ 

, Copies of the forms,. for self-evaluatjlon and the eyaluatlon by the department 
chairman are given on the next pages. « ' . . 
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\' WEST GEORGIA COLLEGE 
: SELF-EVALUATION OF TEACHING METHODS AND EFFECTIVENESS 

(To be submitted^y . each member of tlie teaching faculty at the close of the Spring 
Quarter atCd at the time he or she fs losing considered for pt^omotion. The 12 months 
immediately before l:he date submitted are the period to. be covered. ) 



Name of faculty member 



Date 



qtr. 


Course 

" No,, 




COURSES TAUGHT • 
Title 




\ 


. No. of 
Students 












* 








■ i ■ ^ — 






























- , . . '.^ 












*• \ .. - , 

- .. ^ ^ . ^ ■ ■ " J . . ' ^ 








■\ - 












— 1$ 








■ <»' " • ' 








■■ ■ ' - -".^ ■ ■ • 








■ . V . . . . » 4t . ■■■■ }i * 

t " T ' ~ ' ' ' ' : — : ■ ■ ^ ' — — ;L .-. ^ ,. . 



INSTRUCTIONS: pn the scale to ;the right of each statement:, chedk. the letter repre- 
senting the degree of practice as explained below. If the item is appropriate for 
some courses and not for others, consider- the courses for "which apprqpi^Mte and note 
^courses -to which item is inappiit^able on ^he bade of ^ th^s- sheet . Make an^ other 
explanatSry. notes^you, consider necessary on the back of the Jheet. 

. ^ ' ' ' 

SCALE: A To maximu& degree practicable. ^ 
B To a significant degree. ^ - 
C — To, some- extent. . 
No>. 



E -i>.Not applicable, to courses. 

EFFORTS TO INCREASE Tfeft^eHING ..EFFECTIVENESS : . ■ v 

(1) I studied the results of tlie Student Course Eva]]- 
uations for the purpose of improvement. 

(2) I read books or articles^on instructional 
techniques or innovative raj^thods. '* ^ 

(3) I discussed instructional techniques or innova- ' 
tive methods with my c<slleagues. ■ ^ ' ■ ' - . 

• (4) I endeayored to maka my courses more interesting* 
"v * and effective. . . /. , 

E^FOilTS TO INSURE* teAT COURSE CONTENT-IS- CURRENT AND ' 
GOMPREIJENSIVE: 

(5) I re;viewed recent, publications;- in my f ield. 

(6) I discussed course content with colleagues'" , 
at other colleges*. ' , 

(7) I attended professional meetings. ;^ 

(8) I coordinated course content witjh teAchers of 
relatfed courses. 

(9) . In multi-section course^, I followed the depart- * 
. mental , syllabus. 



A 


.b: 


.c 


D 


E 
















I 

V 
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(I. G, 3 ^^oj^^i^^s^DX • ' 

EFFORT^ TO .PLAN, DESI^,OR REDESIGN THE COURSES: ' ' 

(10) I pub lished x^nd distributed to each student thfe 
course objectives' and syllabi. . 
I made avaiiable to students^ an outside readJ.Bg 
^ list or list. of publications* 
I covered the kndwledge points or f3kills necessary 
for' students to prtrgress to courses for which my 
corpses were, ptereqt^isites . • " 

I followed iiQr; course ayliabi* 



(11) 
(12) 



(13) 



^EFFORTS TO INCREASE STUDENT INTEREST AND. PARTICIPATION: 
• '(1!4) I; attempted to effect student participation 
-and involvement. ^ 

(15) I related the course contents to the studfents'! ■ ' 
.perceived needs. ^ ' 

(16) I utilized instructional aid such as films, slides, 
transparencies, charts, TV, audio tapes, and models, 

. (17) I utilized such techniqiues as field tVip^? guest,' 
speakers,^ case studies, and panel discussions to 
incifeaffe student interest and to improve learning* 
. * - . 

EFFORTS TO EVALuM'E INSTRUCTIONAL EFFECTIVENESS 'AND TO ^ 
BRING STUDENT PERFORMANCE UP TO STANDARDS:' - 

(18) I devised and used throughout the courses methods 
^ to de€ertoin6 the progress students were making ; 
''^owafd course objectives. 



. (l^^-'-J s$iydent infomed throughout the courses 

't'^' '^h^ degree to which he or she was doing satis*- 

. s factory work; ' ' . 

(20) ^ I held personal conf erences . to individualize . 

instruction. .".v. * - . ' 

(21) I require^ ^students to re-do unsatisfactory work* 

(22) .1 off ered-* extra instruction to weaker students. 

(23) I made a conscientious effort to bring weaker 
students? performance up to standard before I 
awarded them an unsatisfactory grade.'' *' 

MSULTS OF MY INSTRUCTIONAL" EFFORTS T . 

(24) Course ol^jectives were accomplished. 

(25) I increased student' interest in the fielvT. 

(26) I attempted to engender an attitude appropriate 
.\ for the student to successfully a^d meaningfully 

recognize the challenges of the world around hini. 

(27) I attempted to improve each student's written and 
oral communication skills. - 

, (28) I consider that the methods used increased the 
analytical skills of student^ and their ability 
to be innovative and imaginative* 



A 


B 


c 


D 

\ 


, E 
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Signature of Faculty Member 
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^ . • WEST GEORGIA COIiEGE ^ ^ 

♦ • ■ . » 

° • • ■ -r EVALUATION BY DEPARTMENT CHAIBMAN 

0' , ■ 

(To completed by the department chaircaan for each metaber of the department at the- 
close of the Spring Quarter, or at: the time he or she .ia being considered for 
promotion*) * . ^ 



Name of faculty member^ 
Computer Code Symbol 



Pate 



Scale:, A — To maximtmi degree practicable. 

^„ B — Tp.^ s ignif leant degree . , * • 

C — .To some .extent. , 
D No, 

E ™ Not^ applicable*. ' , 

^ACCEPTANCE OP COLLEGE ASSIGNMENTS . (department and college) 

(1) He accepts departmental and sbllege assignments 
- willingly, ■ 

ATTITUDE ' ' ^ ; , ' 

(2) He ^ct^in the best interests of the department arid 
the college." ^^ " " ' 



(43 

COOPERATION 



aixd personnel problems . ' 

His -approach to problems is mature and reasonable. 

i ' - : ' • ■ ■ 



(6) His suggestions and actions are constructive rather 
than destructive. " , 

PEKFORMANCE ON COLLEGE ASSIGNMENTS (departTnent and '(College) ' • 
. (7)^ He performs his assigned departmental duties.. J:^ 
{ZY He p^^rforms collegVwide duties (committee assign^-'" 
- " mentSj etc.) 

PROFESSIONAL BEHAVIOR AS IT RELATES TO HIS PROFESSIONAL^ 
ACTIVITIES AND THE GOALS AND NATURi^'OF THE INSTITUTION, 
(Department and campus) • ' 

.v^ (9)^ He acts responsibly (see "Professional Ethics," 

II,A,3) ^ . . 

FACTORS RELATING TO TEACHING EFFECTIVENESS . \ 

' (IQ) He' displays enthusiasm which vitalizes his teaching. 

(11) He displays skill and -willingness t^' advise and 
consult with individua.^ students* S'- 

(12) He follows the general policies the department/" 
college relative 'tp course content, approach, 
objectives, etc. 

Description of specific faculty assignments and services: 



A 


B 




: D 


E 
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Other comments: 



Department Chairman :_ 



Removal for Caiise (Article V$ Seetloa 4, W6C Statutes) - 

> •■ ■ ^- • ^ 

i. The f resideixt: may at my time remove any facj,iilty useiober for ^ 

catise* Adequate eatjrse for dismiaaal tfjfili be related directly or 
subs tan t±aX% to the fitness of the- f ac^ulty menjber in ftis pro- 
fessional capacity* Disuiissal will aot be used hb ires train ✓ ^ 
faculty members in theiir, eKercise of academic freedom or x;ighta 
of Americaa "fcitizeas* 

2* Grotmds or "cause** for dismissal may include* but shall not 
be limited to^ the f ollSt^irtg .|oiiduct unbecoMng a faculty member; 
conviction of a feloay or a r^^ime involving moral turpitude during 
the period of employments or prior thereto if the conviction was 
willfully eoncealed; evidence of incompetency > gross inefficiency, 
demonstrated lacfe of profeaaional growth, or default^ of academic 
integrity in teachiug^ research t ^tholarahip; Intentional or 
habitual neglect of dutyj ofaatruction or disruptiou of . fceachiiag 
or any. other institutional fuactlonj use, posaessi<m or diatrlbution 
of illegal druga; immoral or obacene^conduct; willfnl violation of 
Regents V policies and published rulea of- the inatitution; teaching 
under the influence of alcohol -or drugs ^ and any other use of al- 
cohol or druga t?hioh In'terferes with the facixlty member* a performance 
of duty;, physical* or cental incompetency as determined by a medical 
board or a llcenaed physician |^d--confiriE(ed by a committee of 'the * 
Faculty Senate; failur,e to carry .out- asaigned rl^sponsibilitiea to-* 
'war4 atudentSji departments, colleagues, or the College; false as^ear*- 
ihg with respect to official documents f 11^4 with the College* 

3, Dlsmlsaal of a faculty member with tenure* or a non-'t0hured , 
faculty member Jjefore the "end of a specif ie4 term 41 shall b€ preceded 
by: discussion betweten the faculty member and appropriate adminiatra-^ 
tive officers- looking toward a mutual settlement j informal inquiry 
by the appropriate' Senate committee which may^ failing to effect a^ 
adjustment, advise the President whether dlsmlsaal proceedings aho^ld 
be undertaken (how^ever its advisory opinion shall not be binding ubon 
the President) ; a statement of charges framed with reasoujable particu* 
layity by the Pr,e|^ldeht or his/her designated representative*. 

4. A dismissal, as defined in 3 above, should be precJ^ded by a 
statement of reasons or charges and the faculty member concerned 
sha3^i have the right to be heard 'by a Faculty Hearihg Committee 
•of the College^ ,^he Faculty Hearing Committee shall consiat of. 
five faculty memblttf;} appointed by .tli€ President from a pani^l of 
eight recommended by the Faculty, and Staff Personnel Committee and 
approved by the Faculty' Senate*' The PacjUlty Hearing Committee 
shall meet'as a body when it i^,c^led into sesslon>y the President 
or by a faculty member vpA is 4't^bject to dismissal as defined *in 

2 above* .%en called ±1^0 •ses^'sion, the Faculty Hearing Committee 
shall elec^t a chairman from among 'its membershipj, A member shall 
remove hlmseif/hersj^f, from the c^^se, either ""at the requelst of a 
party or on his/her own initiative if he/she deems himself /herself ' 
diaquaiified for bias or interest. If a member removes himself/ 
herself from a case, the President shall appoint another faculty 
member^ as a replacement*' , c . - * . 



a* Servle^.cOf noside of ttte hearing wltli-ai^.6eif?-c raascm^ .or "" 
^ el)a.rges j&^iimt fehe faculty msssBar >ia i^rrisi^g TidLl:! be lesade' at: 
ImBt tm ilfi) d^s Wiot to tte haaritjg^ /tfaa facultj^ isaiaber 
W 4 Iteai^&g or my r^spcmd to^ tlie/cbarges in vriting 

at a% tjixsm IjefotB heating* % faculty sseuJlsBr valves 
a kmtij^^ but deni«a/fclia changes jagMuat hli/heiT or aaserifs 
that tlte^i^l^mrges'-ao not aiapjios^ a finding of ade^juace cum^^ 
the fe^iyiiss ctonualttee t?in evaluate ^0^^ available ^vt&mtcB and 
• iseat its IracotacBendafcim tipon the eirf.deaea in the T0cor4» * 

h*' Xfee taeuXty Hearing Comdttea^^/iii C00sultatiai^ with tte 
Frfsident «fM the facility mec&er, yfeay o^ser^jise itB Jtsdgamt 
as to ^h^t&r the hearing sfeotild fea public or private* 

^c* -Buxittg tli0 proceedings, tte faculty muj^ir %diX be -pemlttM 
to have aii acad0mi<^ or othc^r pefsoaal advisor of hiB/MT m<,i 
chol^j^* ^ . ^ •/ . ■ ■ ■ ' • 

A -tape r^cotding/ htiM:p^h%^dmcB or. Bmmary traimc^if4-;-r 
of tftj p3coc^ed^SS klll'SaTc^i: Md^^ade availafe% to ftltfe /a^iAl 
-■■meisj^er ,^q^d '^^^ in the eA^aat aii''a|ipWt ia- fiMd* ^ 

The Faculty, Haaring Co^ ^y gmm ad^^iktmi^^^^ 
^anabl^ aitber' party -to i^^ evidaiic^-: as to- i&?bi6i&* a v^lM 

/'clato/^mp^^e is made* " ...^ • 

f . tlie .fi^^jilt|^^tijaiDber. 4nd -tb^ admlaiatr^tioB will-'B©. ^ftprdad. 
opportiimiMy m obtato mc%BBaxy ^itneasaa ■ dud do^umiiiitary iir 

g» the laeulty Wsb^r and tba adiainistration shall ham tba 
i^ight to confront and cr^as-exat^tie ail td^taassaa.- wi^^ir^ tM 
i^itnaa^ camot or wiM^ i^t ap^jsar and tb^ Cotoittaa Ae^tix^lmu 
^ tbat tha tetereafcs of -juatiea' ra^qira tba admia^ic^^of !fli(/fear 
^atatameat, tba iQoiSjajittae isaay by uiSMmlt mdbxd oha m&:n- " 
taal^ii35pay of \ : •■^■C'^-'^^i^.l^-^S-.-^^- .---^ ^5 

b,* ifi the Itearini:" of cbargas of incotsJpataaca/ tha; ^t^^ 
-my, iacXade tbat of qualifiad faculty -feaaatjb^sra froi. tbis'Oolli^gfj 
or'from othar Inatit^tioas of higbef adueati^a*^ 

^ - s , ' ^ 

Xha Facalty Haariag Comittaa '^ill aot be botmd by £©rj^ii 
mlm of legal avidance^ and may .admit any avialaaoe* vbicb 
4$ probatl-^a/isritlae ^ti datermteiajg tba iaauas involved* 

.fha fimdlaga of fact aad tha ^eiatoa ,pf tba-J^culty , * 
Haarifig CoMlttae irULX be baaed solaly^oa tha haariag ipecord^ 

Except fjs>t such aixapia anaouacenQartts as vmy be raquirad, 
covei^iag tha time of tbeliaaritig mi siiailar mattara pablic - 
statamenta and pabHcity aboat tba tase by aithar tba- fruity 
mc^er or adminiatratc^ve officara should be avoided tiafeil tba ^ 
proceadiaga have baan completed/ includlag eonaidarati^ by 
tlie 3oar^of Repnea*'^^^^^^ aad the faculty mdibar 
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will be notified of th^ decision in ^writing and upon request 

will be given a copy of the^ record of the hearing / " * X 

1. .If" the Faculty Hearing Committee concludes that adequate 
cause, for dismissal has not^been egtabllshed'^y the evi*dence 
in the record, it will so report to the President If the ^ 
President ^oes not approve -the report ^ he/she may state his/ 
her . reasons for i^oing so, in.writing, to the Faculty Hearing 

^Committee for response before rendering ihis/her final decision. 
If *the Faculty 'Hearing Committee concludes that adequate cause 
for a dismissal has biaen established:^ but *that an academic - y 

. penalty less than dismissal j^ould be more appropriate, it may 
tso recommend, with 'supporting reasons .^ The Pre^sident may or 
may not follow such -recommendations. ' • ..^ 

m. After complying with the foregoing procedure the President 
may send an official letter to"" the faculty member notifying 
him/her of his/her removal for cause. ^ Such^ a letter shall be 
■sent' by certified mail- to be delivered to addressee only^ with 
recieipt to show to whom and when delivered, stating the charges 
which he/sHe has ^f ound sustained, and notifying such person .t^hat 
he/she may file an appeal within twenty (20) days after the date 
of receipt of such notice an3 charges, with the Executive Secretary 
of the Board ^ of Regents for its consideration.. The Board or a com- 
mittee .of the Board shall investigate the matter thoroughly and 
render its decision- thereon within sixty (6Q) days, from the filing 
date of the. record- of the case with the .Executive ^Secretary. The 
Board or a committee -of the Board ma^^ review the dismissal based 
on the record of the Committee hearing, or it may provide an op- 
portunity for argument, oral or\ written or both', or it may order 
a new hearing of .the case bef o^^the Bp^d or a committee of the 
Board. The decisioam of the Board shall be final and binding for 
all purposes. ^ 

n. Upon .dismissal by the President, , the faculty member shall be 
sufepend^d from employment without pay from the date of receipt 
of the final decision by the President; Should the faculty member 
be reinstat'ed by action of the Board of Regents, he/she shall be 
comp.ensated from^the date of suspension. 

o. Any faculty ^member dismissed on grounds other than those 
enumerated above has the right to appeal to. the Board of Regents 
in accordance with Article IX, By-Laws of the Board of Regents . 
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E. Right to Redress (ArtlcfjLe V, Section 7, WGC Statutes) 

Any faculty member ,. administrative of fleer , or emplo5i^ee pf the 
College who ^believes that his/her /rights have been invaded or 
' ignored by any other faj^ulty member, administrative, of ^icer>or 
employee of the College, and ^7ho is unable tb ^tsain within his/ 
* her own school or activity redress which is satisfactory to him/ 
her, .may appeal formally for xedress through established channels 
to -the President. If tlie President's decision doe§ not settle 
the matter to his/her satisfaction, -Ije/she may present to the 



(I. E continued) ' - ' * 

President a f oirfmal appeal to the Board of Regents as' ^provided in 
Article IX^ By-Laws the Board of Regents ♦ * 

.F. Grievance Procedures . , ^ 

1, 'A person having a grievance shall attempt to^ resolve,, it at all levels 

^ through that "Of the 'Vice President and Dean of P^adul ties before subndtting 
it to the chairperson on the . Subcommittee on Faculty and. Staff Grievances/ 
The person should understand that a committee-oappointed to hear the griev- 
ance functions to study. th6 case and to make recommendations : it is not 
. empowered to reverse decisions.. 

2. A-person submitting grievance shall follow the stated procedure^, at • 
each level! ^ \, 

' . ' » . " . . * ij. 

. Department Chairperson (or Supervisor) : ' , 

(a) The aggrieved person shall first discuss the grievance with the 
appropriate, chairperson. 
' (b)'^"If the matter is not resolved at thiW level, the person should . 
prepare a Writ^nen statement cleatly delijieating the grievance, 
supplying ."appropriate doci^ment^tion. v ''^ ^ 

(c)^ Simultaneously^* the department chairperson shall prepare a written 
statement to justify his/her action, • ^ • 

■ t ' (d) .Th^ese documents shall he forwarded to the next highest administra-- 

tive level. * ' 



Dean of School (or. other Administrator ) : * 

. •(a) Upon receipt of the dociiments, the dean of the school shall review 
the grievance 'in consultation, if necessary, with the person in- 
volved, the department chairperson, and/or any other persons who 
, might provide useful ihf otmation. ' >• 

(b) If .the^- grievance is not resolved at this^level, the dean shall, 
prepare a written statement describing his/her actions and jus- 
tifying his/her decision. 

(c) The folde:?^ of documents including the dean's statement shall be 
forwarded to the next highest administraitive level. 

Vice President and Dean of Faculties ^ 

(a) . The Vice President shall review alji statements concerning the case. 

He/she may consult with the involved dean, department t^liairperson, 
: and- faculty or staff f member before rendering a decision \n the 
grievance. * ^ % 

(b) If the person filing the grievance is not satisfied wilA t)\e 
decision, the Vice President shall forw&rd^the folder Wlclii^ng "a 
^nritten statement of the decision and justification to the Cheir- 
person of the Su3i>cdmniittee on Faculty 'and Staff Grievances. ' \ 

Chairperson of the Subcommittee on Ficulty and Staff Grievances : 

o (a) Upon receipt of the folio uonceniljyLg ,the grfevatice, the chair- . 
person of this committee shall con^iilt with the Chairperson of 
the Faculty and Staff Personnel Cotranittee. They sliall appoint 
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■ a committee of three to five persons to'he^ 'the appeal. 

j ' (b) The committee appointed sl^all be constituted to assure that the 
- aggrieved person received* a fair and Impartial hearing ^ 

(c) Thi's .committee to hear the grievance shall eonsult^, within iceasou 
* .with anyone ^t deems a:ppropriai£e, • * * . 

(d) - This committee shall forward its decision with 4 ^stifications , * 

* to the Chairperson of the Faculty and Staff Personnel Committee/ 
who shall present it to the full committee |ot consideration** 

(e) The Chairperson ofVthe Faculty and Staff I^rsonnel Committee- 
sliall submit: the fJlio Inc^^ of ,th^ full 
committee 'to tb^l^ce President, . . , 

(f) " Simultaneously, a letter stating .that action has beep taken . 

concerning the grievatiQe shall be transiaitted to „ the Executive 
Secretary of the Faculty Senate and to the aggrieved, persoli. 
^Xg)- The Vice President shall assume responsibility fpr^ transmitting 
all information back down through the appeal. chain. 

President of thfi College^ ^ • ^ > * * 

'If the grievance is not resolved at this point", the aggrieved person 

• may appeal £o the next' 'highest lev^ - the President of the College. 
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.II. 'MISCELLANEOUS PERSONNEL. POLICIES 



Academic F^reedora, Responsibility, and Professional Ethics (Article V,' Section 1, 
It Aca'demic Fteedom / * , 
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Any faculty member- is entitled to full freedom iu the classroom in the 
"'TlT^'t^'^^ publication of results, subject to the adequate performance 

of his/her other ^academic duties j but ^research for pecXinlary return shall depend 
on th^ approval of the? President/ 

•' . *^ - • .. • . ■ ' 

■ Any faculty member is entitled to freedom in the classrook in discussing' his/ 
her subject, but sliould be careful to present the various scholarly views related 
- to the subject and avoid presenting totally unrelated material. Limitations.. of - 
. academic freedom because of religious or other aims of the -Institution should be 
clearly ^stated in writing at the time- of the appointment. - . : . 

2, Academic Responsiblity ' - ^ • 

■■ ' ^ ' " , .-■ ■ ■ 

The concept of freedom should be accompanied by an equally demnding concept 
^ of .responsibility. The college or ^miversity ^teficher Is -a citizen, a member of 
# learned profession and ah officer of an educational institution. When such a 
person speaks or writes as a citizen, he/she should be-free from. institutional . 
censorship or discipline, but his/her special posiMon in the community imposes 
special obligations. As a. person of learning and an elljcatlonal officer, he/she 
should remember, that the public may judge the profession and the institutlon'by 
oue^s utterances. Hence he/she should at all times be accurate, should exercise 
restraint, should show respect, for the opinions of others, ,and should make every 
effort to Indicate tl>at he/she is riot an .Institutional spokesman. " 

3* TPro^e^ssionaX Etlfics > • * . . . * - \ . 

The professor, guided by a deep convictioa of the worth and dignity of the * 
advancement of knowledge, recognizes the special responsibilities placed upon 
him/her. One's primary responsibility to one's subject Is to seek and to state ' 
t\e truth aa one sees It. To this end one should devote one»s energies to" de- 
veloping and Improving scholarly competence. He/she accepts the. obligatflon to ^ 
exercise critical self-discipline and. judgment to' using, extending, and-^rans-- ' 
mittlng knowledge. He/she practices intellectual honesty. Although one may ' 
follow subsidiary interests, these interests must never" seriously hamper or 
compromise freedom of Inquiry, « * v f 

As -a teacher, the professor encourages, the free pursuit of learning by his/ 
her students. He/she holds before to the best scholarly standards of his/her 
discipline, demonstrates xespecfe for the student as an Individual, and adheres • 
to the, proper role as - Intellectual guide anS counselor^ . He/she makes every 
reasonable effort to foster- honest academic conduct anH to assure. that evaluatloa 
of tS S?Lf ^-^Jf true merit. He/she respects the confidential «at«re 

of the relationship between professor end student, avoids any exploitation of 

T:'zvz^»tMt'Z'^^^^r'-^''' 
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•As a colleague, the .prof e§3dt has obliga^tions that derive from coitfhon memberTr' 
ship in the community of scholars. He/she respects and defends the free inquiry 
of associa-tes. In the exchange of critlcisni and ideas he/she shows due respect to 
. . associates/ and respect for the opinion of others. He/she/acknqwledg6s academic 
^ debts, and -strives to be objective fit' the .professional 3udg^nt of colleagues He/- 
she accepts a ^hare of faculty responsibilities: for^the governance of the institu- ' 
tion,' ■• ■■ , ^ " • ' ' ' • ' " ^ 

As a member of the institution^ the professor seeks above all to be, an effective 
teacher- and scholar. Although- he/she should observe^he stated regulations "^of the 
institution, provided they do nat conpavene acad^fiiic freedom, he/she should maintain 
the- right to criticize and seek revision. " He/she ^"determines the amount and character * 
of work .to be done outside the instimition with\4ue reg^d to his/her. paramount re- 
sponsibilities within it. When cons|defing the interruption "^r tertaination fe-his/her 
service, one recognizes the effect of one's decision upon the program of the institu- 
tioi^^^d gives due notice of intentions* ♦ - 

As a mejsiber of the cowunity, tHe pr^e^sor has the rights and Obligations of 
any citizen. He/she measures the ufgency'^of these obligations in the light of re- 
sponsibilities and to his/her subject, studen ts, pro fession, and institution. As- 
a citizen engaged in a profession tliat deperyisuporT freed^^^ for its health and* " 
integrity^ the prof essor has a particular obligation to promote conditions of free 
inquiry and to further public understanding \>f academic f^reedom." 

B. Equal Employment Opportunity (Article V, Section 6, WGC Statutes ) 

In accordance with the policies of^the Board of Regents, there shall be no 
: discrimination based on race, color, sex, religion, creed or national origin of' 
einployees in their appointment, promotibn, retention, remuneration, or any other 
condition of eiAploym^nt, West Georgia College shall develop knd employ an Affirma- 
tive Aption Elan tq assure that' its employment practices are in accordance with " 
\. Federal Executive Order 11246 and the policies of the Board of Regents. 
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G. Employment '0f; Reiatives (Policies , Board of Regents , I'-2, p. 106) 

The basic criteria for the appointment and promotion of faculty in the ^ 
, several institutions of , the University System shall be appropriate qualificltions 
and performance; as set forth in -the policies of the Board -of Regents. Relation- 
ship by family or marriage shall constitute neither an advantage nor a disadvan- 
<rage provided the in^vidual meets and fulfills the propria te University System 
appointment and promotion standards as set forth -in these poHcies, 

No individual ; shall be employed in a department or unis under .the supervision 
of a relative who has or may have a direct effect c?h the individual's progress, • 
performance, or welfare.-. ■ • . " 

In accordance with the policy of 'the Boaicd of Regents,, there shall be no 
discrimination based upon race,- eolozv, sex, religion, creed, or national origin 
of employees in their appointment > promotion, retention, remuneration, or any • 
other condition of empldyment. - ■ - 

For the purpose cS this policy, relatives are defined as husbands* and wives, 
parents and children, brothers, sisters, and any ln-la«s of any of the foregoing. 
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Employment of Aliens . . " \ 

' In 1955 the General' Assembly of the State -of Georgia adopted the following 
law governing the employment of aliens: ; - 

. • ' ^ • ■ * ■ . ' ^ , ■ 

' * Be it enacted by the General Assembly of th^ State of Georgia " 
and it is hereby ehacted by authority of the same that ' from- v 
and after the, passage of this Act that no department of the 
State Government, or any political subdivision thereof shall * ' 
employ an alien for any purpose until a thorough investiga- ' 
tion has been made and It is ascertained that there is no- • ■ ^ 
qualified American citizen available to perform thfe duty 
^desired by the State of Georgia, *any department, thereof or/ 
any. political subdivision thereof. Provided, however, that 
any Institution of the University System of Georgia may employ ^ 
* any alien who is ^attending such institution as a student^ and 
any such ins titia tion may employ an alien for a* period of . time 
not to exceed oiie year, or^^ enter into exchange professorship • ' - 

agreements with institutions', foreign or otherwise, where 
aliens are involved, for a period of time not to exceed one 
year, all. subject to the restrictions of this proviso but 
without regard to the remainder of t;his section, 

• * . /V ... 

Faculty Transcripts and Verification of Degrees . / 

All faculty must have\,transcripf:s on file, in the president ^f fide 'for 
each degree completed. .The college does not officially rfepognize the award 
of the degree until the transcript /s received.. A faculty member whose last . 
degree was pending when employed should be certain S;hat a transcript has been 
sent which shows the confertal of >the ^gree. Faculty members who .attain a . 
higher degree after employment s'hould do likew^ise. Catalogue listings of 
degrees must be strictly accurate on the date >o£ publication. .^ 

Verification of all degrees held by individuals being considered for ^ 
positions on the faculty of West Georgia College shall* be a requirement before 
a definite commitment for employment becomes valid. The Vice Presidentr^and 
^Dean of Faculties is responsible for obtaining certification of degrees.* 

Employee Benefits' ^ ' . \ . , 

1* Vaiatio.ns ^ • . ^ 

General administrative officers of the College,' Hean^j" and other -faculty 
and staff members with academio rank who are on a twelve moufh contract ^hall 
have annually a vacation of thiifty calendar days, exclusive of regularly sched- 
uled holidays, - 

For all other, regular professionaj ot non--profeaaioiial employees, vacation 
periods will be earned at the following rates : 
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1 1/4 working days per month during the first five years of 
employment, 

b* 11/2 working days during * each of jthe"^ next five years of employment, 
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- - c* ^'1 3/4 j^orking days during $ach -jr^ar after the^ Completion of ten years 

of ' continuous ser^vice,. \ ' ^ ' ' , . ^ ' - 

v ' . • - ■ • . 

Earned vacation may- accrued up to-. a maximum of »45 working days. Em|pldyees 
shall be compensated for all* ^iE|erue^^ time upon* termination of service for^ 

any reason^ " : ■• v . 

. ' ■ *' " '. ---'-..^^ # ^ • ■ ... ■ '■ . ■ • 
^ " . ' — — .- . ^ • » ■ * • • 

•Emplo.yees,. other th&n temporary employees7 -forking one-half time or more shall 

e^rn and accrue vacation time in an equivalent ratio to„ the±^-t)erceritage of .time 

employed. ' ' ' aT ' 

'■. ~ . . * ■ . • 

' ' ■ » ■ i' . ■ - . * 

• 'VVatration shall be taken at times mutually acceptable- to the employee and his/ 

her supervisor,. . 

J ■ . , , - ■ - . . ■ 

All employees on a twelve month contract' are«expectdd to be on duty during - 
college vacations unless they choose to count this time as part * of • their annual 
vacation. *- 

u 

■ - ■ ;5 * ' . 

As used in this section, the term ho^.iday means 'thanksgiving' Day, Independence 
Day, .Christmas Day,- etc*, when all of f;LG€^ ia^the,. college are closed. The ..term 
college vacation refers to Chat tijse /wheir^tude^ts are- not in attendance, 

2. Sick "Leave V . \ ' > - , ^- -v ^. 

(For additional infomation s^fe Board' of Regefnts, Personnel Policies » 
Section /III, J.) * V.' ^ * 



AU^egular employees of the University System of Georgia will accumulate 
sick ffeave at the rate of one working day per calendar month of seryice^^eff e'cttve 
Octobep^l, 1970» All regular part-time employees working one-half time or more 
will accumulate sick leave in an equivalent ratio to their percentage of time 
employecl* Sick leave for all employees is cumulative, but a terminating employee 
is not entitled to sick t>ay -^f^er the • last working day of his or her employment. 

For one year* of continuous seirvice but less 'than 'four years, a 
sum equivalent to one month's -salary. . 

For ...four years of continiipus service but, -l^ess than eight years, 
'a sum equivalent to three months* salary.. ^ r^. 

^ For eight years of continuous service but less |han twelve years, 
a sum equivalent to three months* full salary and an additional 
three\ months at one-half salary* * 
For twelve years of continuous service but lass than fifteen years, 
'a sum equivalent to three months' full salary and an additional 
''six months' at one-half salary* ' ^ 
For fifteen years or. more of continuous service a sum equivalent 
to three months* fyll salary and an additional six months at one- 
half salary, .from date of established illness. , . 

jT In the case-yjf academic year employees , ' a period of three months shall, 
.be interpreted. ,t0' be the equivalent of one academic quarter. •* 
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Thesfi provisions will .not apjply during the j^riod ofntinie the employee 
may.be on leave of, absence? for reasons other! than illness", or periods of 
time during which they would fiot be required, to perform services under the 
terms of their^ employment. • - . * > . ' 



In deteriainlng the length ^of ,^ser^ce of an. 'SiSployee in the University 
-5ystemf'Vny time spent on leave orleaves of ' absence shall be excluded. A 
^ 'leave of absence shall not, however, have the effect of breaking the confi- ' 
riuity of his service. 

Any payment niade under" the .provisions of this regulation- for a continuing 
period. of two weeks or more shall b6 made only, on th^ presentation of a state- 
ment o^- a physiqian certifying to the illness ..of the' employee; All certifica- 
tions must be renewed at any time upon the request of the Chauceilor .or of • the 
' President of the institution involved and at least every ''three months. 

Any payment made under the provisions of ' this regulation for illness o r . 
injury covered hy^ the Workman^ Compensation Act shall be reduced by the amount 
of" any payment received under the provisions of the Act. 

3. RetdremenJ: ^' ^ . , 

^ ' " ' <f ... « 

Retirement is compulsory for every employee of the college (including 
administrators, faculty, staff, or hourly wage laborers, etc.) at the end 
of the fiscal year in which the age of 67 is reacHed. 

: c - ^ ' ■ 

\ Provisions for retirenfent on account of age, years of service, or "dis- ' 
ability, shall Be in -accordance with the Teacher. Retirement Act of the State 
of Georgia and such supplementary provisions thereto as may be made by the 
Board of Regents'. The supplementary provisions', including monetary provi- 
sions, referred to in the preceding sentence,' shall ;apply only to thdse 
persons who were employea^by -the college priqr to ipril-l, 1950;' All persons 
employed, by the college on or after that date, shall be subject to the pro- 
visions of the Teacher Retirement Act of the State ,of Georgia and their re- • 
tirement allowances and benefits shall" be only those provided by this Act. • 

Life insurance as provided in the gfpup^insurande plan shali be continued 
after- retirement at the option of the individual according to the terms of the 
policies filed int^e business office. Hospitalization and any other provi- 
sions in the. group insurance plan shall be continued or discontinued according 
to the terms of the policies. " 

Death Benefits . . 

The compensation of all employees shall include not only the" amounts pkid 
to them in the form of regular salaries but also the following as death benefits 

'An amount payable 'to the surviving spouse as follows: If the" 
deceased has teen an employee for less than one year, nothing shall " 
be paid; if he/she has been an.einployee for one yeat or more, but less • 
■than two years, a &um^ equivalent to one month's salary shall be paid; " 
if he/she has been an employee for two years, but less than thrle, a 
sum equivalent to two, months' salary shall be paia; -if- he/she has been 
an employee for thre«» years ov more, a sum equivalent to three months' 
^^lary shall be paid. In all cases, "salary" shall mean the regular 
, salary-which the employjee was receiving from the college at the time ' 
'of his/her death. - .' . 
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f '5. Other Benefits > ^ 

The Board of Regents provides a variety of other fringe benefits fcjij faculty 
and staff, such as W^brkraen^s Compensation Insurance, ^Social Security In$urance, 
and Group Life and Medical Insurance. Tax-sheltered annuities are also javailable- 
. Contact the. office of Fiscal Affairs for details concerning these benefits* 

' ♦ - 

, G. Leaves of Absence ~ , , 

^ ' ' • , • >^ 

Subject to approval by the Board of Regents, leaves of, absence without pay 
may be grarited for a period of hot more than one calendar ;^ear for graduate 
study, military service, health reasons, or service or research for other 
institutions or agencies* Renewals may' be requested for similar "reasons:*- 

When fuiads are availab4;e, 'leaves wi^h partial pay may be granted t;o persotfs 
who have attained the master's degree and are pursuing a doctoral prograp, and 

who have been employed by West Georgiq^ College for ^t least three years.: Such 

leaves are. for a* calendar year or less^«and are subject to renewal. ^ 

H. Facr|ity^ Cot&pensaticm or Summer School Teaching (Policies, Board o f Regents , 

Payment of compensation to "Acuity memjbers for full-time teaching duting 
the s'tmmier quarter shall be at. the rate of thirty per cent of their regular 
compensation "or the regular session of nine months. The lialary for summer, 
school tVaching will be adjusted proportionately for a period of time lels^ 
than the* full quarter of eleven weeks and/or for less than a full teaching 
load of fifteen hours per week. . ' • 

I. Outside Employment 

- The Policies ^of the^Board of Regents prescribe that a faculty membej:! shall 
not engage ^ in any occupation, pursuit or endeavor which will interfere with 
the regular and punctual discharge of his/her official duties, ifhe faculty 
member should make written application for such employment to the Preside:j34^ 
through academic channels. k^^-cJ^^^ ^ 

FacuJ^ty members under a nine-montjh' (academic year), contract may accept 
outside emplojTnent for the Summer Quarter^ without ^prior approval. - 

J. Communications with the Board of Regents and/or the Central Office of the 
•University System of Georgia * ' 

Except for the President, no employee of an institution of the University 
System, regardless of position of rank, i^ permitted to communicaBfe directly 
•vdth the Board of Regents,, the individual members thereof, or the Chancellor 

and his staff. * - " i 

' •• * ■ 

Policies of the Board and of West Georgia College S tatutes state: ''lie 
..[the President] shall be ^the official medium of cornmuriicatiou between th^ 
faculty and the Board of Regents and between the students and the Board pf 
Regexvts#" e . ' 
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* ■ * • . ■ ^ * o ._ 

The, President may authoriza certain officials to eomniuni"<State directly with 
particular members of the Chancellor's staff, but in ail cases carbons of letters 
must be sent to the President, with this fact indicated clearly on £he original • 
Conanunications which have not 'followed the normal channels are routinely referred 
back hy_ the^ Chancellor to the President of the^ institution concerned. 

Thi^ procedure does not deny the right of any individual to appeal to the. 
Chancellor and /or the Board of Regents if he/she feels tfWt his/her rights have 
been invaded or ignpred and that he/she has not found ^sat/isfactory redress in 
his/her own institution.- Should the individual wish , to -make such an appeal, he/ 
sh'e . needs merely to so indicate to the President and pr^'^nt ^feds/^er ' appea * 
a sealed efivelope if he/she wishes) for -vltyan^mi by ;;the Presic?^^^- 1;6'-. the 
Chancellor. ' - ' / 

. ^' • ■ - . ■ / / 

K. Requ'ests for I^egal Opinions from the Attorney General 



The State Law Department haS ruled that all irequ'ests for oprtLnion^ of the 
Attorney' General, -drafting of legal instruments, lawsuits,, garnishments, and 
similar matters concerning institutions of the. Univ^arsity System come to that 
^ Qf f ice only upon request of the Chancellor. Therefore, any inquiry or request 
to be made of tlip State Law Department should be .directed initially to the 
President of th*.. institution for endorsements to the dhancellor. 

L. Legal Holidays ' - " ' ^ 

, This holiday schedule applies speQiflcally to employees on fiscal year 
contracts. Holiday periods for others on academic year contracts are covered 
by other provisions; The College normally observes the following holidays: 

Independence Day 

Labor Day . - ' 

Thanksgiving Day . ^ * - 

Christmas Day " ■ . 

^New Year's Day * 

. ' • ■ • \ ■ ■ ■ 
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Information concerning these holidays is dissemi!nat<^d in th& Faculty 



M* Admis'sion to Student Activitiea 

Faculty and staff, their spouses and ^children, are admitted without charge - 
to campus athletic events, dances, concerts, plays, and other scheduled student 
activities. However, they are expected t6 pay admission (at the regular rate) 
. for fund-raising events and other activities for which students pay admission. 
Subscriptions^ tj? the Mutual Concert Series also require pajrment at the xegul'ar 
rate. ' . '* ^ -* 

* Facult}^ sponsors should be sure that student leaders of various events 
understand these regulations. . . 

The' college I.D. card serves as an admission card for the faculty or staff 
member and his/her family. The faculty or staff member may obtain I.D. cards 
■ ' at nominal cost for hls/jier dependents** ' . ■ 
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N,^ Enrollment of Faculty and Staff in Courses and Instructional Programs 

Since it is to the advantage of the college to encourage ^self-development 
of employees, opportunity is provided for .participation in training courses 
and instructional programs on and off the campus. . " 

1. Training courses 

As the need is recognised, the college periodically conducts on-the-job 
training workshops for groups of employees in' such broad interest' areas as 
safet^, purchasing procedures, and budgetary controls Department chairmen 
may obtain further information on workshops, or request- a workshop offering • * 
. for groups of four or more employees, by telephoning the personnel Officer 
in the office of Fiscal Aff^ira^ . / ^ /) 



2. Instructional programs 



►ubs-4«)rk'e 



i Non-administrative personnel are paid for actual houi^-4«)rk'ed, and any 

time off to attend classes on campus will be without pay unless a program is 
sponsored by the college. * 

* Administrative personnel may be allowed time off to attend classes on 
campus; however, the plan must not- be us^ed by the individual employee merely 
to work on a degree. Any course must be approved by the empLoyee's department 
chairman and. dean or director, who must certify that the courd^ will benefit 
the employee in the performarice of his duties at the college. All employees 
are expected to pay regular fees, - ' 

*^ * - . . ' ■ 

Employees of any rank may take courses for credit or work toward a degree 
provided two conditions 'are met: first, the state requirement of a forty hour 
week (for full-time, employee^) must be fulfilled; secondly, required fees wist 
be paid* . ^. , 

Faculty members may attend* regular classes offered by other faculty members 
.without registering as auditors. They shall not be entered on the rolls nor ^ 
can they receive credit for the course unless it is repeated for credit and 
fees are paid. ' ' . 

0, Faculty absences. * ^ 

Since the primary purpbses of the college indicate continuing contact between 
students and faculty, classes should meet "tegularly and should be used for pur-^ 
poses directly related to the accomplishment of the goals and objectives of the 
course i*n its curriculum context. . " 

Faculty members who find it nacessafy to be away from classes should arrange 
for the classes to be met during their absence. They should clear plans with the. 
appropriate department chairman and/or dean* Outside interests may not be per- 
mitted to .interfere with assigned resppnsibilities. 
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Disruptive and Obstructive Behavior (Policies , Board of Regents , J-1, jx^^leA) 

The Board' of Regents of the University System reaffirms its policies-^to ^up-. 
g port fully freedom of eicpresfiion by each member of the academic community and to 
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'preserve and protect the rights and freedom of its faculty, members am students 
to Engage in debate^ discussion, peaceful and ;non--disrupt'ive protest ana uissent. 
The following statement relates specifically to the problem described below. 
It does not change or in any way infringe upon the Board *s existing> policies 
and practices in support of freedom of expression and action. -Rather>^ it is 
considered necessary to combat the ultimate effect of irresponsi|»JLe -disruptive 
and obstructive actions by students and .faculty which tend to destroy* academic 
freedom and the institutional 'structures through which it operates, 

' In recent years a new and serious problem has appeared on many college and ; 
university campuses in the nation. Some students, faculty. members, aiid others", 
have on occasion engaged in demonstrations, sit-* ins and .other artivities that 
'h*ave clearly and deliberately interfered with th^ regular anv orderly operation 
of the institution concerned* Typically,, these actions have been the jphysical 
occupation of a building or campus area for a protracted period of time or the 
use or display of verbal or written obscenities involving indecent or disorderly 
conduct. ^ 

; These actions have gone beyond all heretofore recognized bounds of meetings' 
for discussion,, persuasion, or even protest," i-n that: (1) acquiescence to de- 
mands of the demonstrators is nhe condition for dispersal, and (2) the reasonable 
and written directions of institutional officials to disperse have been ignored. 
Such activities thus hwe become clearly recognizable as atx^ action of force, 
operating outside all established channels on thecampus, Including that of in- 
tellectual debate and persuasion which are at the very heart -xjf educ'^ation.- 

' The Board of Regents is deeply concerned by this new problem. Under the 
Constitution of the State of Georgia, under all applicable court rulings, and 
in keeping with tradition of higher education in the United Sta^tes, the^Board 
^is ultimately responsible for the orderly c^eration of tlie several institutions 
of the Uni rsity System and the| preservation of academic fr^e^dom in these 
institutions. The Board cannot and will not divest itself of this responsibility 

Of -equal or even greater importance, such action of fotce as has'^been 
described above destroys the very essence of higher education* This Essence Is 
found in the .nhampered freedom to study, investigate, write, speak, an-d de- 
b.ate on any' aspect op issue of 'life. This freedom, which reaches Its full ■ . 
flowering onr college and university campuses,- is an essential part of Airierican 
democracy, comparable to the jury system or the electoral process,. 

•For these reasons and in order to respond directly and specifically to this 
n^^ problem tlie uoa^d of Regt^nta stipulates that any student faculty member, 
administrator, or employee, acting individually ox in concert with others, -who 
clearly obstructs or disrupts, or attempts to obstruct or dJ^rupt any teathing, 
research, administrative, disciplinary or public service activity, or any dther- 
activity arUthorlssed to be discharged or held on any campus of the University 
System of Georgia is considered by t%e Board to have committed an act of gross ' 
irresponsibility and shall be subject to disciplinary procedures, possibly re- 
sulting in dismissal or termination of employment » 

The Board reaffirms its belief that all segments of the academic coimunity 
are under a stsrong obligation atid have a mutual tespcnsibllity/ to protect^'the ^ 
campus community from disoiderly, disruptive-or obstructive actions which inter- 
fere vfith academic pursulrs of teaching, learning, and other campus activities. • 

. . • '38 
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The Board "o£ Regents underatands that this policy is CQasie tent with . 
reso^^utions adop.ted by the Americaa Association' of University Frofessors in 
Aprilv^l^a^by the Association of American Colleges ift January 1968, and 
by the. Executive Committee of fiie Association 'folt Higher Education in March. 
1968, condemning actions taken to disrupt the operations of institutions of 
higher education* • * ' . " 



Political activity ' : . : • 

See "Academic Freedom, Responsibility, and Frofessional Ethics" in 
this handbgok.. — ' . . 
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III. FACULTY .TEiCHIMG RESBONSIBILIIIES 



Classroom Procedures * . •* . • 

Early in the quarter/ each faculty memher should introduce^ each course 
clearly in terms of objectives, topics to be covered/ types of learning activities 
ttumber and nature of teats and reports^ absence policlea, and the syatma of 
evaluation and grading. In gei^ral he/she. should cover the course content 
described in 'the catalog and ayllafaus (if available) • 

Each member o-f eChe faculty ^lio ceaches a course in the core curriculum 
has the reapotiailsility of explaining the ohjectives of the core curriculum' 
and discussing how the coulrse contributea to the" attainment of the obj actives 
A faculty member who does" not subscribe to the objectives phould not teach a 
core <*6ursev ■> _ ^ _ . • ' ■ ■ ■ - ^ - 

Faculty members should, define for the student their standards of proper 
academic conduct, what assistance is .permissibla"' in the preparation of teports, . 
' term,., or r^pearah papers,, and outside j>rojects, and standards of academic 
honesty on testa. CSee "Cheating and Slagiarism" in this handboolc). 

fmnlf^ members should promptly retum.^witten tests and reports to 
students for re^w* Unless final exajailnations are returned to students,- ^ 
faculty members should 4ceep., su<A examinatlgna on file for at leaat one quarter 
^and allo^iT each studea^t to review his/her paper uj^n request* • ^ 

- ' ^' ] \ ' . ? 

"Record of Student Absences' . ^ ^ ^ - * : 

It is important that an accurate record be kept of student absences ^ 
regardless of , the *ins tractor* a |olicy about clast cuti* This information^ 
may be needed j o ^ . 



1. py the deans > in making decisions about a student *s academic or • 
disciplinary status/ / * ^ 

■ ■ ■ . " ' * ' / ^ ■■ - - . I- ■ 

2/ By the Director of Fiaq^l- Affairs rixi detemining refund status ° 

when a student withdraw^ without fomal notification* ^ - ' 

3* By parents J especially of* students who muy be disciplinary or - ■■ ^ 

• academic 'problems • ^ ♦ * — . ^ - ' 

A* M P^^^P^<^t:iv& employers, who are interestad in the student Va 
-genefijraetendance record* ' ^ . 

t^lhen a student has been absent for three consecutive class Beasions» the 
Office of the Dean, of Student Services Mionld be notified so that the student ^ ^ 
may be contacted* ^ _ V \t * 

Class Rolls . ** ' . ' ' ' , 

On the first day of class » the instructor receives an initial class -roll. 
If a student's naae- appears on the roll, he/she is authorized' to he admitted to 
cl^e. the instrucj:or should adroit no student to class -whose name does not - 
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appear on ehis roater tiuleaa the- student: p^asenta an of f Iciai '^Brop imd Add 
Hotlcfe" from the Registrar* . ' .^^^ ' * • 

At the end of |:hiet Drop and Add Period* the ins tractor receiirea tiK?o copies 
of a corrected class roll* One copy is the instructor's ci^asi a roll* The other 
copy of thls^ corrected roll should he checked against ac^ttml' clasa attendancai, 
corrected if necessary > aignad hy^ the ina^tructor and returned to the Regiatrat 
according to instructions sent with the rolla. If a student has not reported 
to clasa, the instructor should notei ^'Has not reporte4'* J>eside the student* a 
namev Any Other discrepanciea between actual attendance^ and the roll should* 
alao he clearly, noted on the copy returned to the Regiatrar* 

Under no circumstances should a student be pemitted.to reiaain in claaa 
unle§a. higher nam4. appears on^^the final roster. • CJlass rplla, grade raporta 
and permanent records are made from data-^proceaaing cai^da and tapea* She 
Regiatrar tct 11 have no record to ahowlais/her.enrollment in the claaa for thoae 
atudenta whose name does not -appear on the,roll» , 

Certain couraea such^aa colloquia, apeciai topical and special raadinga 
prwide for a v^arj^lng ntmjber of hours* The chairman of the. department offering 
such variable credit couraes should indicate on the copy of the claaa roll 
returned to the Registrar the number of quarter hour credits for which the 
student is enrolled, the profesaor who la to ^guide the atud5^,* and the aubject 
of the study* This Informatloic muat be reported to the Registrar in the time^ 
deaignated on the instructional Sdme of the information is required, to complet 
the atudent^s recor3 and to bill the student for the jteoper amount of feea* 

Courae Changes and Drops ; . \ ■ 

The Drop- and A4d Period consists of the three days^ liBmediately follovrlhg 
registration. During this period a student may add or drop courses according 
to the. follot^ing procedure: : 

The student consul ta with hia/har advisor 4 ^ « 

The advisor prepares a '^Schedule Change Slip" available in 

departmental oJ^ficea* 
The student carries the Schedule Change Slip to* the department 
chairman of each course to be added or dropped, and receives 
the departijjent chaimian^a authorization* 
The student presents the slip to the Registrar i^ho issues the • 
appropriate Drop- and Add, Notice* 

After the Drop and Add Period, a courae may be dropped if the student con- 
cerned presenta to the Registrar an authenticated "Drop Membrandum" (which is 
available^ in* departmental officea)*. These forms ahould be signed by the 
'ins true toir and indicate a grade of J^P^^ or # aa appropriate ♦ , If there are * 
unusual circmatancea aurrc^unding the dropping of a particulafe^courae^ the 
office of the Dean of Student Services should be contacted* 

' Inatructora may obtain forma for dropping atudenta for exceaalve absencas . 
from the office of the Dean of Student Services # 
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No studeiit should be of flcially dropped f^^ or added, to/ the class roil 
mtix the instructor har received the appropriate Drop and Add Notice from the 
Regis tt vr* . ' . 



E* Reportitig Grides 



At mid--qmrter> faculty members should advise each atudent who is not doing 
passing work* The iioatructor -should also notify the office of the Assistfl^nt . 
Dealt of Student Services , for. Student* Development if counseling appeara desirable • 

Final grades are recorded on the master class roll, provided by the Regis- 
trar prior CO grade reporting time* ' ■ ' . 

- - ' . ^ ■- . ^ : 

Faculty -members are expected to meet the announced deadlines for turjJingln ^ 
grades* Failure to do so results in a grade of 1 Uncomplete) for all members 
of the class* The I grade can result in the student suffering an injustice 
since it affects academic standing in regard to dismissal and tb honors • An I 
grade must ultimately be changed by hand, ^ 

The master roll has a , perforated section which lists the social s^urlty 
nmbur for. e^ch student: and a place for his/her grade* It la customary for 
the faculty member to indicate grades crn this portion r detach it, and post it 
on his/her office door (or another place which has been announced to the class)* 
. » ■ _ ■' * , . - ' . ' 

West Georgia College follows the uniform grading pattern of the teiverslty 
System of Georgia as announced in the college catalog* Plus and minus grades ' 
may be recorded on the master roll but are not placed on the permanent record 
nor considered in the calculation of averages* • / 

Master rolls also Indicate s^tudents who withdraw from a course or are 
dropped* Those dropped for absences receive an Those officially dropped 
•for other reasons are given a or W as the case warrants.. 

If a student dropg or withdraws before evidence of the quality of his ♦ 
work has been determined by the Instructor ^ the student is awarded a 
Students in self -paced couj?ses who Qomplate some, but not all* course require- 
ments durtng a specific quarter should also be awarded a Students\^!* 
self -paced ^courses who ^ fall to meet minimum requirements should be awarded 
^ an . . ' . m ^ , ' 

A student who Is doing satisfactory %ork at the t^me he/she ^hdraws^ 
and who withdraws- before the last mo weeks'of a quarter^ should be awarded 
a grade of WP* ^ • . 

A student doing falling work at the time of withdrawal should bV-given 
a W* Students who drop .courses during the last two weeks of a quarter are 
normally awarded a grade of, |fF. • . 

A grade of X may be given in lieu of. a £ina3j grade when a student with 
work of an Acceptable quality (at least a D) is ungbie to complete the course 
requirements or take the final examination* It is aaisigned at the^ discretion 
of the Instructor when illness ^ death in the immediate -family or other unusual 
circumstances prevent completion of course requirements by the end of the 
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quarter* kn instructor who assigns a grade of 1 vill submit with the grade, two 
copies of a statement (on the standard form available in departmental offices) 
indicatiftg the level of performance (A, C, or D) excluding the missed work and' 
the work that must be don'e to remove the incomplete* The Registrar will file one 
Copy with the student's permanent record and send one copy fto the appropriate 
departmet^ chairman* The instructor should also retain one copy. It is the 
rasponsibiiity of thfe sti^ent receiving an I to^ arrange with the instructor (or. 
the department chairman if the instructor is not available) to complete the 
required ^g'ork* Undiargraduatea must complete the required work during the next, 
quarter in residence* Graduate students are allowed one calendar year in which 
to remove the incomplete* If the work is not completed in the designated time, 
^he grade becomes an F, . * ' 

'^nce final grades have been turned in to the Registrants office, all grade 
changes must have the approval of the dean of the appropri-ate' school before 
they become, effective. The printed form "West Georgia Official Change of Grade 
Form** (available in departmental offices) is used to effect the change* ^ 



Final Examinations • 

'A schedule for final examinations is publishe^d in the quarterly West Georgia 
College Bulletin* "Faculty members should adheife rigidly to this ^ehedula^ 
.Giving final exai^inations before thg time, announced in the bulletin provides the *^ 
student with a legitimate excuse that he/stxe did not have time to prepare 
adequately for the exaMnation;- ' . , < 

' , . > 

During the quarter of his/her graduation, a. aftudent will be excused from 
the final examination in each course im which he/she is doing passing work* The 
student has the option of requesting a final examination^ if he/she desires. 
This ie the only instance in which final examinations may be given before the 
time announced in the bulletin without the approval of the dean of the appropriate 
school* , . 



Cheating and Plagiarism ^ ^ ^ ^ ' * 

Just as complete honesty should be the Professor's standard in^^is pireaen-- 
tation of material^ this same standard should be demanded from. stM.dents*wheri 
they respond for purpose of evaluation through tests, ^reports, projects, and 
term papers* Every professor has the' responsibility to inculcate in studentfii. ^ ^ 
the Ideal, of academic honesty and to fake all practical precautions agaiiS^ ifes^ 
violation* - ; 

Improper, academic conduct orK^the part of the student shall be interpreted , ^ 
to mean "^he obtaining and^using of information during kn examination by means 
other than those permitted by the instructor, including the supplying of such' 
information to other students* Improper academic conduct ^shall also include 
plagiarism, i* a*, the purchase and use of ghost-^written papers and reports, or 
incorporating into a report, term theme, t'esearch paper, or project, ideas and 
information obtained from another person without giving credit to the person 
from whom such information was obtained ♦ Further, inclusion of the published^ 
or unpublished ^hritings of another person without duly noting these sources ^ 
according to normal scholarly procedures shall be considered plagiarism^ 
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All-faculty members should promote • academic Tionesty, not only through their 
own high standards of scholarly conduct, but also by anticipating conditions 
which may lead^ to dishonesty on the student's part. Suspiclon'^is not a sound • 
basis for "a healthy educational environment, and the professor must judge thSHa ^ 
instances where hi^/her truat wi:^. encourage responsibility rather than cheating. 

Specific ways in which dishonesty may be dlscouraget^ include: 

1» "Testing in such a way that cheating is difficult. This may be enhanced by 

avoiding purely objective tests* Professors should also monitor the classroom 
during testing. " : 

2* Allowing only school or departmental,secretarles to type and duplicate tests, * 
•Allowing student assistants to handle testing material sometimes places them 
in a compromising position where students intent on cheating exert pressures : 
to supply advance information. 

3, Safeguarjiing tests until the time they .are to be administered. Tests should 
never be' left iti an unlocked 'office, 

4, Using student assistants to grade only simple, uncrucial tests or laboratory 
work. All major tests, papers, and final examinations should be graded by 
the professor ♦ s 

5, Discouraging term papers, research papers^ or projects which ar^ tnerely a 
re--statement of printed materials Personal interpretation and evaluation 
should be required*, ' . . 

6* Adequately preparing students ^n plSss in which reports are required to the ^ 
proper method of adapting source material* 

Conducting p'rivate conferences botti before and after written reports are made 
to insure that the^-student understands proper procedures, and to evaluate the 
student's assimilation df material. * ' . 

In cases of Obvious or suspected dishonesty, the professor ^should, in private 
consultation, confront t^e student with^the evidence, determine and enforce the 
penalty if a penalty ' is warranted* In the event the incident cannot be resolved 
satisfactorily to both parties, either has recourse Co the Appeals Subcommittee of 
the Acajiemic Policies and Procedures Committer of. the Faculty Senate ♦ 

H» faculty Office Hours - * * 

The facu^lty member: should announce to his students and post on his door (or 
other appropriate place) a. schedule of office hours, and be available consiaJtently 
during thps^ hours* The total scheduled hours should -not be leas than, ten hours 
per week and Include morning and "afternoon pcBdods on most days. 

Conferences at other hours should be available by appointment for the mutual 
conveniences of students and the faculty member ♦ ' 
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Field Trips - ' , . . • . 

Field trips are of 'recognized value in the educational process, but it should 
be recognized that a problem arises if a student is asked to miss other classes to 
make the' trip* Field trips should' have "the approval of the dean of the appropriate 
school^ who should be' provided with a list of the students who are^ to parti<iiiiJate, 
the time, of departure, expected time of return, and purpose of the' trip* l^hen. 
field trips have been approved, the instructor should provide each stiadent who is 
to participate with a notice that may be shown ^to those other instructors ftom 
whose class the participant will be absent. 

Wherever practicable, the college bus or vans should be used as the meins of 
transportation for field trips. Drivers of pers(^nal automobiles on trips carrying 
college students are liable for damages for negligence, just as they would be ^ 
under other circumstances* (See **Faculty Liability", and "Use of Bus and V^na** 

ill this handbook*) . . ^ * . J 

. *, • . s> \ ^ '' • 

Procedures fot Effecting Curriculum Changes * \ ^ 

The Academic Programs Committee of the Faculty Senate is charged with the 
responsibility of reviewing each proposel f6r a change. in the undergraduate 
curriculum' (adding, dropping, or Jniodifying course offerings, degree programs, or 
majors)* The-- committee .recommmends approval or disapproval of the proposed 
change in course' of feritigs to the Vice President and Dean of Faculties and 
proposed change in degree programs or majors to the Senate. The Senate Committee 
on Graiduaite Studies has similar responsibilities with respect to graduate courses 
and programs. ' , • 

Proposals for undergraduate curriculum changes are normally initiated at 
the departmental level and require approval *by the departmental faculty and. the 
appropriate school dean. Graduate curriculum changes require the approval of the. 
graduate faculty ^f^a school (or the advisory board authorised in the by-laws^ of 
the school) »and the appropriate school dean. 

In the case-x3f new degree program proposals, preliminary study and approval 
by the Chancellor's^ Staff is required. A description "of the form required to^ 
obtain such approval is available in the bf:felce.of the Vic6 President and Dean 
-of Faculties* Once approval by ^ the- Chancellor ^'s Staff has' been receit^ed,* the 
proposal' is sent to the appropriate Senate committee foif consideration and 
recdmmendation to ttfe Faculty Senate. When approved by the Senate, the Vice 
President, and President, a proposal written according to. the format (for which 
copies are available in the office of the Vice President and Dean of Faculties) • 
is sent to^the Chancellor's, office for ^ionslderation^.by the Board of Regentis. 

Proposal^ for adding, modifying, or dropping Individual courses should be 
forwarded to the appropriate Senate committee.^ Courses numbered 400 499 are 
considered by the Academic Programs Commi4:tee before being considered by Committee 
"on Graduate Studies for ±tn:lusion in the offerings of the girjaduat^ ^cliool* If 
approved by the committee and the Vice President and Dean of Faculties, -a new 
course can be offered in tlje second quarter following' approval* Other a|>prove*d 
changes can 'take effect in the quarter following approval. 

The form and content of the documentatibn required, to obtain Senate 
CoDHuittee approval can be obtained from the appropriate Committee Chairman* 
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SPrdposals must be sent to the committee chairman! before November 1 if the 
proposed changes are to be printed in the next edition of the 'college cat/ilog, 

Textl^^ook Orders and Adoptions 

larders for te^ftbooks are placed approximately ^five weeks before the end of 
the^q^arter preceding their use in accordance with a schedule provided "by the 
CampusJ Bookstore, Individual faculty members turn their orders in to department 
chairman who consolidate departmental requirements on a form provided by the 
^Bookstore. These forms are 'forwarded to the Bookstore through the office of the 
school dean. • - * " r. 

If ' a class has more students than i^ijtieioated, the instructor should bontact 
the manager of th.e Bookstore as soon as possible. 

If ^n instructor anticipates a change of text at some future date, the 
manager qf the Bookstore should be notified so that extra copies may be disposed. 

A notice of one quarter is preferred. ' ^ 

»■",--,- 

Xherk should be a reasonable correlation between the textbook aia.d the 
catalog *s description of the course* ' Unless special justification can he 
established^, a single textbook (or set of textbooks) should' be used by all 
sections in^ a multi^-sectioned course. . . 

^ ' . ' ■ *- - . 

Research, Research Grants, and Sponsored Operations l- 

1» Research is one of the areas in which a faculty member is evaluated for 

. promotion and tenure* (See "Employment, Promotion^ Te^aure'' in this handbook*) 

2* A modest sum is allocated annualiyxto Assist faculty members in tiieir un- 
sponsor^d research projects » Application blanks may be obtained from the 
Chairman of the Leaniing Resources Committee of . the Faculty Senate. Dead- 
lines f^r the submission of applications are announced in the Faculty Memo , . 

; '! ■'■"""'".*-■_ ' ■ ■ ' 

Grants a|re restricted 'to full-time faculty members who h^ve been employed 
at West peorgia College for at least one year and whose research project 
will not| be used for completion of a degree; Grants ate awarded to support , 
bonafidei research leading to a^r-efereed pubj^ication* Grants are given to • 
encouragk scholarship^ that Thight otherwise go unaccomplish'ad. Such grants 
may be Ui^ed to help defray reaear<ih. expenses involving travel (transporta--* 
tion> food and lodging), photo duplicat ion,- equipment purchases, supplies, 
and publication, assistance, with the folloi^ing qualifications: 



av • Any 



tem or service which is normally funded through the. grantee ^s 



depattment is^ generally not a qualified candidate for fund-granting. 



NO' m(j)re than 50 percent of the subsidy can be made to a publisher up to" 
a mdcimum grant of $1500 ^r this pu^ose. No private publications can 
Ije siiibsldized' in which thV author pays, all the publication costs, 

c; At t|te discretion of the Cotmnittee, a ptojectvmay be funded at an 
amount less than the requested amount* j, ^ 



contiijyed) • " . , 

■ W- , ■ . 

»•• ^ . ' 

d. The applicant department is expected tp contribute 10 percent of the' 
cost of all reusable items to be pur chased, by grant funding. 

e» Funds are* not allocated for hiring research assistants to do typing, . 
'7^- — reading film, or performing experiments (unless expertise is required) • 

f* Funds are n9t made for travel expenses to conferences* 

^Sponsoreld Operations . • . . 

The office of Insj:rucrtional and' Reseat^ Services serves aj^he central 
clearing house for all proposjil^, contra^^tts , and grants. This office also 
drafts agreements v±th external agencies. A representative of the office of 
Instructional and Research Services sht^ujd assies t in the -negotiation of the 
agreement* Th^ office provides assistance" in, the writing of proposals and 
approve^ the proposed budget* 

The following- are some general procedural guidelines r- .^ ^ 

a* Proposals involving faculty^ or facilitjtes of the college must be approved 
by the appropriate department^ chalrj&«m and dean of the school" involved* 
If the faculty or facilities <?f a school or department other than th.e . 
one in which the proposal originates are committed, the appropriate 
department chairman and dean must approve the proposal* / 



b* If a training proposal is submitted which commits the instituti'on to a 
new degree '^program, the deg'if^e program must have been atffhorized prior 
to submission of the proposal. New courses^which are included in a 
funding proposal must have prior approval for Inclusion in the course 
offering oi West Georgia College! 

c> The routing of proposals will be ^ . . ^ „ 

1» Department Chairman (or Chairmen) . 

2* Dean of 'the appropriate school'^ ^ ' . . 

3* birectdr of the office of Instructional and Research Services 
^ 4. Associate Dean of Faculties * ^ 

5» Vice President and Dean of Faculties , » 
^* President; ^ 

d* Requests for expenditures from funded projects should be routed through 
the of f ice of instructional" >and Research Seryic'Sa* This office maintains 
.a record of such expenditures and sends to each .principal investfigator 
. or project director the balance of unencu©bere4 funds each month. 
Requests 'for bjjidget amendments must be routed to this office* Expenditure 
from -the amended budget are not allowed until the amendment is lapproved 
' by the> Board q% Regents* 

e* Five days should be allowed for review of the prptposal .by the President, . 
or* the representative authorised t^. sign for and commit the institution* 
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Factiltjr Liability , > v 

. Questions about the liability of faculty members for ipjuriea to studenta 
engaged in laboratory work^ physical education^ field trips or other College ' 
sponsored activities are sometitc^ asked* , . ' 

Sinc^ faculty metnbers are employees of the S^ate, they en:|oy sovereign 
iuanunit:!: in the' perf orinance of thair duties. In Georgia/ a suit against the 
State cannot ."be maintained without its consent nor may such an action be main-- 
tained agafet an officer or employee of the State in his/her official capacity 
- (Robert V. Bart^ick, 187 Ga* 691, 1939). However^ if a faculty member should 

conmiit some act of negiigence^ he/she would be individually and personally liable 
to the injured party ♦ ' ' ^ ' ■ ^ 

Although an advetse judgement against an employee of the State would not 
result if h^/she were acting in. an official capacity and ,not negligent nor , ■ 
.willfully malicious in his/her actions^ the employee could nevertheless be 
syed. Such nuisance suits are rare, but protection against such suits can be ^ 
obtained for a nominal sum by a business affairs rider on a comprehensive home 
owner *s policy. Professional societies (such as the Georgia Association of 
Educators) provide tort insurance as part of their membership fees, ' . ' 

' , . . •. , r 

Release of Informations about Students (Article V, Section 5^ WGG Statutes) 

q. *- »—!■•■ I' < 

Students of West Georgia College have the right to assurance that their 
academic records > compiled and m^^ntained by the College, will be recorded 
^ '"^ accurately and maintained in confidence. The College shall, however, maintain 
a balance between* its obligation for th^growth and welfare of the student * 
and its responsibilities to society* ^ . , 

^ Transcripts of educational records shall contain, only Information about 
* acadelttic status, except that disciplinary action sh^ll be recorded in cases c 
where It^ affects the student elj-gibiiity to re-register* 

Disciplinary and cotmseling files shall be maintained separately from 
academic records' and shall not be available to unauthorised persons on campuk} 
nor to any person off campus without -tfe^t written consent of ttje student 
involved, except under legal compulsion or' in cases where the health or welfare 
of persons or the. safety of property are involved, No record shMx be kept 
which reflects the political activities o^r beliefs of students* Provision 
shall be made for periodic routine destruction of noncurrent disciplinary 
records whenever appropriate administrative author ijsation is granted % the 
College* ■ 

The College shall make every endeavor to keep the student's record confl-- 
dential and out of the hands' of those who would use it for other than legiti*- 
mate purposes. All members af the faculty, administration, and 'clerical staff 
, must respect the confidential nature of the student *s record* At the same . 

time, the College shall be flexible enough dn its policies not to hinder the 
' student, the institution, or the coimunity in their legitimate pursuits » 



IV, J^LTY .RESPONSIBILITIES OTHER THAN TEACHING. 



The'--'f acuity advisor should bear -in mind the extreme importance of his/her 
role. He/she should know" the g:ore curriculum and degree req\iirements. The " 
advisor's, work with the studeut can determine the degree of success .the student 
attains. A student's Initial and posslb^ 'only lengthy contact wl-th a faculty 
member is with his/her advisor. If is Imperative that this contact be laeaningful 
in terms .of |:he student's acadgmie and personal needs, 

.A student should not only feel free to, seek academic advice from his/her 
advisor but may also solicit opinions and help in auy matter the student feels • , 
pertinent to his/her personal needs. The advisor should make every effort to 
assist the student with these needs and, if necessary, refer the student- to the 
appropriate campus agency. Friendly ^d, personal dialog Is encouraged for the 
promotion of advisor-advisee rapport. The advisor functions in a strictly ad- 
visory , capacity and should, not attempt to force adherence- to the advisor'^s 
wishes.^ While the advisor is expect-ed to know college policy", and curricula, it-' 
Is th6 student's responsibility to fulfill all de^ee requirements. 

The academic advisory system' funetiofts within the framework of the Schools 
of the College. Assignment of ,an advisee to a school for advisement Is made on 
the basis of information in the- student's admission material or upon the stu- 
dent 8 stated interest after enrollment. The' number of advisees in the"undeclded 
major cdX:egory assigned to a school is based on the manpower avayable ^o the 
schoo:(.. The Dean of Student Services has the responsibility f oX^slgnlng 'stu- 
dents to specific advisors, s • jT 

M /* 

^^lien an advisee is asfiigneTto a school, the Dean of Student Services will 
provide the. dean of that school with an a^ise^ folder. The folder contains a 
record of courses taken at West Georgia CoHege. The Registrar's office provides 
an evaluation of college courses taken by sttxdents who transfer froto other insti- 
tiitlons. Many advisors use departmental worlt sheets wh;J.ch show the courses re- 
quired for graduation under the major (or majors) offered by that department. • ' 

A student may change his/her major by asking, the advisor or the Dean of 
Student Services- to complete a "Change of llajor" form. The Dean of Student 
Services will then reassign the advisee to the appropriate advisor before the 
beginning of the next academic quarter if th'e request is made by the fifth week " 
of the current quarter. . 

- Immediately prior to the advisement period,' the professor should post on 
his/her door (or other appropriate place) a notice. to indicate the times when 
he/she will be available fpr adviseujent and request that advisges. sign up- for 
appointments. The advisor is expected to be available for advisement ' during - 
these times, 

* ■ ' , * ' 

Kot only should the advisor 'help the student plan his/her schedule for • 
each quarter, but the advisor should also, at -the beginning of the year, plan 
with the student a schedule for the entire. year in keeping with the student's 
academic goals. Haphazard or perfunctory planning can "result in enrollment 
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in courses for which the student iS: poorly fitted with consequent failuiqe, or in 
failing to "take >rerequisite^ourses when scheduled 



1. 



2. 



Several speci^c academic policies should be rioted: 



In selecting courses , a student Jnay atep up one level of course numbe: 
or doWn one level of coursB numbers'. Freshmen are not permitted to 
enroll in 30ff or 400 courses^ Normally, a senior should npt be enroj^l^d 
in a ICQ course and few sh<iuld be taking courses at the? 200 level. 



Excep^t'ions to' degree requiremen-ts or substitutions , for theh.must b^ 
recommended by the^advisor in writing and apprpved by the approptiate 
dean^ «. ' ' 



3.# The advisor's authority Is limited in advisement matters but his power 
of persuasion is not,. Undet current: policies one cannot ordinarily 
compel a student to take a ^re or>required course if. the student 

. wishes to postpone it' in .favor of kn elective*. The advisor can poiitt 
out the uridesirabie results which ^ight stem from such a choice, and 
place a mamorandum in tHe-fdyisee 's folder pointing out that the course 
selection was against his/her advice. Flagrant ^abuae of the privj^lege 
of free choice should be reported ta the Dean of Student Services* 



Counseling ' ' 

Tn addition to the counseling jiormally performed by the student^ s- advisor 
and o-nstructors, the Collage provides free counseling for: students, > Qualified 
personnel administer diagnostic tests and offer professional counseling ser-* 
■v^ces to deal with personal, educational, and career problems. ' 

Any faculty member who believes tljat a student is in need of- these^ firer*-* 
vices should refer the student to the Assistant Deari^of Student Services for 
Student Development. . ' • ' , * 

Orientation ^ ' ^ 

Oriejitation for firieshmen and transfer students i,s held fdur times a y^ar, at 
the begintiing of th6 fall, winter, spring and summer quarters. Four one--day ses-, 
sions of orientation are also held during the li^tter part of the summer quarter 
for incoming fall freshmen. Parents are irvvited to- a ^separate orientation during*^ 
this latter session. ^ ^ ^ 

The purposes of orientation are: (a) to provide the = opportunity for each stu- 
dent to be advised by a. faculty member from the student's -major field of Interest, 
if known; (b) to advise ,the students of .opportunities for .advance placemenj: and 
credit (the testing program); and (c) to acquaint the atudant with West Georgia 
College, its activities, rules, and procedures^ 

*■■ ■ » a 

Effective oPrientation requires the combined efforts of faculty, staff, and stu 
dents* Faculty participation is requested through the appropriate jdeans or super- 
visors. ' * ^ * < 



Faculty Participation in College Affairs* 

, ■ , * ■ ' j> ' . 

The policy of West Georgia College'* as enumerated in Article IV, Section 1 of 
the College Statutes is that ^'Faculty participation in academic government is a 
necessary corollary ^o the responsibility to teach conscientiously and investigate 
fteely/^ xue |^i.ucedures for faculty .participation' in college affairs are clearly 
defined in the Statutes of West Georgia College and the By-Laws of the Faculties 
and the Faculty Senate , West Georgia College * 

Participation in College affairs is expected of aJLl faculty members • Ser-- 
vice to" tjie instiftution is one of the four criteria for the evaluation of faculty 
member effectiveness, as^pi^scribed by the Policies ^ of the Board ^of Regents , 
University System of Georgia , See "Emplo3ment, Promotion and Tenure" in this 
Handbook. * ' ^ 



Faculty Participation in C^-vic Affairs 

The attention o-f all faculty members in this matter is invited to "Academic 
Freedom, Responsibility, and Professional :Ethics" in this Handbook. 



Participation in Convocations^rad Commencement Services 

Members of the faculty are expected to attend formal academic exercises of 
the. College. Since space at sucjx functions is normally limited, 'formal faculty 
^participation.is restricted to proportional is^ptesentation .from ea(jh school, 
Eaph administrative office is noormally. represent*="^ by one member. 



All academic precessions are arranged. by the. Faculty Marshal, 

Academic regalia isf reqfliired for formal partdLcipati^n in .convocations, i 
graduations. West Georgia College Day, and at otner occasions when prescribed* 
Each faculty memb(2r is expected to furnish his own regalia which may be. rented 
*or pu^^hased thrc^ugh the West . Georgia College Bookstore • Sueh ordqirs should be 
placed* at the Bo.okstbr^e approximately, six weeks prior to tfte dar4>in w?^ich' such 
regalia is to* be used. ' - ^ 

Faculty-Student Relationships ^ -• .1.. 

The desirable f acalty-*student relationship within the classroom is best , . 
expressed in the section of this Handbook on- "Academic Freedom,, Responsibility 
and Professional Ethics," \ 

The influence of th^ professor on the student extends well beyor d the class-- 
room. For this reason, if for' no oth^r, ,the personal conduct, pursuxt of knowledge, 
and good' citizenship of the professor' should reflect qualities worthy ef emulation. 
Personal -conduct requires Nth*e exercise of free n*cin and free scholars in a free 
society, - 



V. fcSCELLANEOUS PROCEDURES 



A. Travel Regulations 
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Each employee required to travel in the perfoWnce of his official duties 
and entitled to reimbursement -for expenses incurred shall have authorization 
from his- department chairman or other designated official for the perfo^^nance 
°f I^j^ j Approval may be in the form of a standing authorization In the case 
Of individuals required to travel ion a regular or continuous basis, a specific 
authgrization in the case of those individuals who are required to make occasional 
trips, or a specific authorization for all out-of-state trips. Specific 
authorization shall be in such form as to indicate, the Itinerary, estimate of 
the cost of travel, mode of transportation, and the general purpose of the . . 
travel. A copy shall be attached to {rfte travel expense report ^ Travel -to points 
just beyond the State border necessary for the accomplishment of in-state 
business shall^not be construed as out-of-state travel for the purpose of these 
regulations. ^ • 

The Red Carpet Travel Agency, located in The People's Bank Branch building' 
on Maple Street, can be of assistance in planning travel. Personnel at the 
agency can analyze the needs of each client and furnish transportation and 
hotel accommodations tailored to the requirements of each individual case. 
The following proefedure is to be followed with the Red Carpet. Agency on travel 

a. All ticket request io^^ are to be signed by the Beau in the academic 
area or by the authorized supervisor in administrative areas, prior 
to booking through* Red Oarpetr 

b* The signed request is to- be taken to the Red Carpet Agency, (or 
J phoned in and mailed later in urgent cases) for their advicfe-^aa^-^ 
booking* ^ 

The f ollCT^lng people, are authorized to approve out*-of~state travel on official 
business and for charges to the college f or =airllne tickets issued by the Red 
carpet Travel Agency for those reporting to themi ' 

President ^ ■' ^ ' - ' 

Vice President and Dean of Faculties 

'Associate Dean of Faculties * ' - . • ■-. / 

S Deans of the various schools ' ^ ■ 
Executive Assdptant f ot Administration 
Director of Pifbllc Services • 
Director of Fiscal Affaxrs . ; . - 

• Director of College Relations , 

• Director of Instructional and Research Services 

Reimbursement £b made after the. travel is accomplisheti, 'Travel expense 
accotmts received in the business office by the close of business on >londay of 
each week will be paid by computerized check on the following Friday. 

Expense -statement forms have spaces for the make and license number of the 
car; speedomet<<5riSfiadings, - the employee's social security number, and expenses 
incurred while traveling. ; 
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In requiring certain of its empldsVeesbcK pfsrfoSrm travel ^ the Onlvaralty System 
expects to rsimbtirse them for reasonable and necessary exp^&nses aa^ay be incurred 
while traveling may from their official headquarters and placels of ra$idance* Uhe 
Board has adopted the following general regtilatlons regarding travel of enjployeea 
dix official, business of the University System (Policies* Board of Regents^ D-19,^ 

1* Transportation ^ , 

a* Reimbursement for transportation i;d.i:hin che State may be for 'use of 

personally owned vehici^^v^ by '^^onsnon. carrier* ^Transportation outside 
of' the State will be by comm&rr-carrijer mlesa specific authorisation 
is received prior to the trip for the Use of pe35«>nal,ly otmed vehicle. 
It is expected tfiat such authorissation will be granted only under 
conditions where travel by cotmson carrier would be mora expensive or 
less advantageous to the University System* Reimbursement i?ill not 
be made for payjaents for transportation other than mileage for use of 
a personally owned, rented or leased vehicle^ or travel py recognised 
common carrier; payments to friends or other individuala cannot be 
allowed* Transportation coats between an employee *s place of residence 
and his official headquarters cannot be reimbursed* ' ♦ . 

b* Reimbursement for tranaportation ^^^ithin the State by personally o^e<^ 
rented or leased vehicles will be at the rate per mile approved by the 
Budget Bureau for the actual mileage traveled in the performance of 
official duties. This mileage will be computed by the tsoat direct 
route from the point of departure to. the destination. The initial 
point of departure. shall be considered as the employee*a residence 
or offtciai headquarters whichever may be nearer the destination point* ^ 
Actual speedometer readings will be reportedi however^ personal 
Mileage will be excluded in deterjaining the laileage for t^^htchi reim- 
bursement may be made* The authoristed mileage rate is to include all 
expenses incurred in the Qperation of a personal vehicle,' but reim'- 
burs^ent fi^^r such items as s to rage pari;ingj bridge and road tolls 
cannot be isade* , » • " 

c; .Transportation by cemoii carrier .;iH be^y scheduled plana,, rail^, 
or bus* Reimbursement i;^ill be made on the presentment of a ticket 
stub, receipt » or ^ other documentary evidence of -expenditure* Travel 
. bj^ scheduled airline vrill be by minimuia fare service whenever 

^ practicable'. . 

d* LiTOUsina service ^ taKl-," or trolley fares isay'^be , reitfoursed when ^ ■ 
actually incurred in- connection with common carrier transportation 
^ to and from railroad > plane, -br huB terminate, or meeting places^' 
if necessary* It is expected'' tnat limousine service '^*lll be ... ^ 
utilised ^hen/avaiiable and t^hen arrival or departure is during 
daylight hours ^ Although recexpta are not required for such ItmB 
of transportation, a point-^to-polnt* explanation will be given- for 
, ^ " each such item reiisbursed* « . . 

■a*- Employees of th€ University ^Sya ten ar^ ,authori4=.ed to rent* or other- / 
wise contract for the use ofc^ automobilea or other ptiaaenger carrying 
i!so tor .vehicles for transoortation- naceasarv and convenient* to the 
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execution of their official duties atid sarvice to the institution, aubject 
to the limitations and rastrictioha hereinafter provided J • 

If travel i.s via isons^araial carrier, car rental costs may be., 
reimbursed except %?han coMercial ^aana are available and mora 
economical* ' 

•1 - • • -.■ ■ ' ' , . "'• 

^carogl^? Rental transportafcion will tiot be authorized for a 
single round trip befc^eeti an airport and a midrttomi'meetltig ^ 
when litBousine or taxi. service is availablfe* 

> ■ 

j|xamgl£j Rental transporcafelon will not be authoriaed between 
m employee's place of lodging and place of business within the 
.oesfcinafclott city when ta.Ki service or other fcransportation is - 
, available, * 

Rental is not authorlzEed. for transportation in the execution of 
^ . official duties routinely involving high volume travel for 

— which transportation by personally owned automobile or institu-^ 
tiott owned autottobile has- been preVlonsly authorised, 

• An employee will be reiiabur^ed for actual rental costs incurred for offi-' 
cial 'transportation, Ho claim will be made, and no reimbursement paid," 
for mileage charges accrued as a reanlt of, or for the portion of the ' 
flat -daily -charge ratably attributable to, linofficial transportation. ' 

Prior approval by anployae^ ina titution should ba recaivad* 

Rental of luKurj? automobiles is not permitted^ 

2* Snb^iatence 

^ Subaistende (aeals and lodging) within the county p£ an eraployee's official 
headquarters or place of residence or within a twenty mile radius of an employee's 
ofxicial headquarters or place of residence, is not allowable. An employee taking 
annual or sick leave while asray from headquarters on official business is not 
entitled to subsistence for the period of leave, ' 

- ' ■ ' " ■ x' ■ ' „ " 

a. L'odging - Reimbursessent will be made for lodging expense Incurred In a 
hotel or isotel on the presentation of a "paid" copy of thg bill. 
Adequate. acconHnodations should be obtlinedj however* "^t is expected ' . 
, that reservations will be wade Irt .advsince, whenever practical,- that 
minlsaum^ rate accosnkodfttions available wilf be utilized and that 
"deluxe" hotels^nd laotels not providing conmercial rates will be 
avoided. Fnen a room is shared with others, reimburaeraent will be 
raade on a pro rata share of the total coat. An employee on travel 
status, if acooBjpanied by husband' or wife who ia not an employee on 
travel status, would be entitled to reisibursement at single room 
raee^ Lodging -expense cannot be paid other than for overnight 
accoamiiodationa . 
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Meals R^imburaametit will be made tpt the actiial coat of meals ^thin ' 
reasonable limitations* Charges In axceaa of a reasonable rata ahall 
carry , an explanation of the eonditiona^ justifying the^^^c^^ . 
Raqneata for reimburament ahell be iMited to the coat of meals for 
the indi^idtial aisployae in a travel Status. Coats for meals Which 
logically conld be taken before departure or after return froj^ travel 
status will not be allowed'* Lunch estpanse will not be allowed when * 
absence from official heay^iquarfcara does not exceed three hours* 

. 3. MiacellanetJUs Expenses , ' ' n 

a.. Registration fees tjequired for participation in conventions or con- 
ferences which an employee is authorissed to attend will be reimburaed 
when supported by a "paid** receipt* Reimbursement cannot be xftade 
for optional assessments or fess> or personal niemberships * Any part 
of a^-regiatratlon fee applicable to meals shall be reported as^eal 
expense and not as registration fee J ^ 

h. Expenses for official telephone and telegraph messages which must be 
paid for by the traveler are allowable. Reimbursement claitns shall " 
indicate the location frofe which made, the person contacted, and 
^ 'justification for the coiMiunication* * 

. .t . » 

c» Expenditures for entertaiiatmentj, laundry^^ gratuities* valet service 
and other similar personal expenses cannot be reimbursed* 

( 

Learning Resource Center > Computer Center » Library - 

These services are under the general supervision of the Associate Dean of 
Faculties* \ . 

1,; The Learning Resource Center 

The Learning Resource Center^ also called the Instructional Media Center, pro 
vides the college community with instructional and audio visual services* 

The Center services :are dtivided into four functional areas s 

4* Equipmeni: distribution utilization, and repair; 



2> 



Software production and utlli2;ation, including all graphic arts. 



'^^^udio productiQn/dupli»catlon and photography; 
3* Instructional Television'; 
4* Radio S|:atlon—W7GC. 

• ■ ' 

The Center lJ9s two offices* The main office (in, the Old Biology building) 
provides equipment distribution to the eastern campus; services involving graphic 
arts* photographic and audio. duplication/production are available in the main ' 
center* * -^^ ^ ■■■ 

■ ■ ■ , , . ^■ 

the office ±n the New Education - C&iter is, teaponsiblie for equipment distri- 
bution in the Biology-Chemistry buildi^ and the Education' Center. Instructional 
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. xeXevlaiott repate facilities are also house! in this office. 



Tha Center recoyers the cost of Materials through a charge hack system. A 
xlst .ofl^ charges Is available in all administrative offices? additional copies 
are available in the Learning Resource Center offices. • 

- The. Center is a centra^lized service for equipment inventory and preveativa 
maintenance and repair* ^ All audio -visual equipment purchases are channeled 
through and approved by the Center. . • . - 

The Center provides a special area in the Old Biplogy building and all 
. necessary equiptaent for students ^^orking on media based projects. 

Xerox copies, transparencie's and -offset Blasters are provided to faculty and 
staff. , , 

2. The Computer Center • '^^ ' 

The Computer Getjjter serves all areas of the college community, it is 
equj^ped with ^n IBM 360-40. ^oth. batch and interactlva services arc available. 

The Ceni^er ffiaintains a' public 'program library for acaderaic' and research 
users, 'Consulting services aire available in the areas of programming, use' of 
public programs, 'and data preparation. . Any faculty member or graduate student 
may use the computer. Undergraduates may also use the^ facilities ' if the work 
is part of a course in which -they arer currently enrolled or if sponsored by a 
faculty member, , , ■ . 

Many sdministrative offices make use of>the computer and have extensive ^ 
data f iiles within the Center." The Computer Center serves only as a depository 
for .the data and does not directly distribute any routine or special reports . 
or release any information from Ichese files. It is the reaoonaibility of the 
office "owning" the data file tp maintain its accuracy and to determine who 
may use ics contents.' . . ' , 

3. The Library ■ ' 

Faculty members are encouraged to make apprroprlate use of the library's 
collactiqns and services. Library, hours are posted in seVeral places and are 
advertised in the West Georgian , the Facility . Memo t or, the Library Memo . Faculty 
members should note also the following statements fronr separate -departments- 
in the library:. , • . V: ". . • . . ■■ _ 

ACQUISITIONS. The faculty is .encouraged to participate in the' selection of 
books, for the library. Requests for books, to support courses and research in 
a particular .discipline should he submitted , to the faculty member's department 
chairmanj requests for books of general interest or for reference books may be 
. turned in directly to the acquisitions iiftrarian. 

Book requests must h& submitt'fed at least one quarter in advance of their 
need. Basic materials for new courses to be added should be ordered as soon 
as the course is 'approved, if the material is not already in the collection. 
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The faculty ±0 responsible for checking the card catalog to sea if a needed book 
already In the library before making a request. ' * 

Library order slipf are available in the department or, school offices. The 
0.1±{»s mxisti^ filled out completely and eorr^ectly' to assure speedy processing f 
Gop£ea_oj M^oks in Print Ciamulatlve Book Index , National Union Catalog^ and / . 
publiaher^s catalogs are available in the library for faculty use, ^ ; 

Current books are received weekly on approval and are ahelvad in the 
Ac/iy.isltlons Department for examination by the faculty. New books aire put on 
the shelves on Wednesday a^f tertioons. and remain on display fo^f^one week* The 
faculty is urged to make selections from the approval books each.week, 

CXRCnLAlION. Books from the general collection, circulate for a two--weak period 
to 'students* Faculty-^nay keep books until the end of the quarter but are 
expected to return them at that time* Books. ts^ay then be renewed,, if desired. 
All books are subject to recall when needed by another professor or student*.. 
Members. of faculty families are welcome to use the college library and t^ 
borrow books in their own names for the two-week juried* . 

* " Pamphlets and college cs^alogs may be checked out for a two-week period* 

Reference books circulate only at the discretion of the reference librarian. 

Government documents, Witi\ the exception of a few frequently used titles > 
may be cliecked out for two* weeks from the periodicals desk on the fourth floor • 

Feriodicala are not circulated, ' 

The library ^s collection of framed art reproductions and posters may be 
^ checked out by' faculty and students for a period of one college quarter* The 
limit is two per patron 1, Between quart:ers> all prints remain in the library 
until the first day of classes- in the next quarter. 
• ' ' ./ * . . ' . ' ' . " 

RESERVE BOOKS* Faculty members who require their studenJ&# to re^ad specific 
bopka- can have them placed on reserve. Such books may circulate ovja^ight, 
class-- to*-class, three days > or may bl. limited to lilirary use only;.* 

Instructors should' type their reserve lists in duplicate on the forms pro-- 
vided by the library. Bibliographic information should include author > title, 
and call number* Books should be ' listed' alphabetically by title* The typed 
forms, completely filled out,, should be- banded %o the reserve llbrari^a'n at 
least a week before the quarter begins. Instructors may also place p'ersonal 
copies or xeroxed material on reserve,' Books will not be put on reserve later 

than mid- term of the quarter, * " t 

• ' ' ' ' • 

INTJfRLIBRARY LOAN SERVICES, Interlibrary loans and photoduplicat ions are 
' hajidled by the Reference Department. This service is available only to , 
faculty and graduate students engaged in specific research projects.. 
Bibliographic information required for books includes author^ tfitle, place 
of publication, publisher, and date, The^ author, title of article, title of 
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periodical^vvbl^umfe, pagef and date are required for periodical articles. Pay- ^ 
ment . (pexs^na^^^ or hy grant) for photoduplication should be 

atrangBd Wlt%]^tfm^ the. time tl?e request is handed to him/her. 

Computer searches in ll^ience and educational 'research are availahiO^^o^gh 
Georgia Information rfissimination Center. " 

Interlibrary borrower's cards ifjay^be issued for faculty afid graduate stu- 
dents which aHoxe^s them ^ to borrow direct from the* other libraries in the ^ 
University System* ^ * 

" 4 * 

REFERENCE. Telephone reference service is available to students and faculty 
members. If questions require more than' three minutes to answer, the librarian 
will call hack or send -the informatipn by campus mall. A reference librarian 
is on , duty during all library hours. / 

* • . 

Librarians will compile brief ^jibject bifaiiographies or checlclists upon 
, requests by faculty members. , 

CATALOGING, The library us e^ th^ Library of Gongr^ess classification .system 
and normally accepts both the classification number and the'-subject headings ' 
from the Library of Congress. Fiction iir English is shelved alphabetically * ^ 
by the author ^s last name, and juvenile^ books are arranged by Dewey classlfi'- 
cation- numbers ^ " , ^ ' 

The library maintains a divided public catalog liith the subject cards in 
one group and the author and title cards in another.' > 



SERIALS. In addition to- periodicals , the Serials Departraentc acquires and 
services microforms and U.S. Government documents^ West Georgia College is 
a partial depository library serving the Sixth Congressional District. 

Requests for new serial subscriptions are accepted through department 
offices and are processed July 1 and 0/tober 1 each year* Orders - for' l>ackf ilea 
are placed from July 1\ to iDecember 1 each fiscal year, ^ 

J Copy service for both hard copy items and microforms ie available in the 
Serials Department* 

In order to ^ssure availability and to protect materials > periodical 
literature assigned to a class should be put on reserve in the Serials 
Department at' l^st two days in advance of the assignment. 

C. Use of Buildings J. ' .\ ' ' 

The reallocation, use, and alteration of space is assigned to the Director 
of Fiscal Affairs. He will confer with- the Vice President and Dean of Faculties 
respecting space assigned^ for instructional purposes or facylty use. 

A room or space on campus which is desired for meetings, special entertain- 
ment, recreation^- social events, *or any purpose other than clashes listed in 
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the quarterly bulletin must bjs scheduled on the official college dalendaj^ in the 
Student Activities Office in the Student Center. This includes outdoor activities* 

Most rooms, with the -exdeption of ^ome rooms in the Student >Cent6r, are not 
available, for extracurricular use. until after 5:00 p,m*.^dn weekdays • Space is 
provided on a first come, first served basis v A monthly calendar listing all 
major- activities is published by the Student ^Activities Office* distributed in 
the Student Center lobby and mailed to faculty* . ' 

' The Office of Public Safety should' be contacted for emergency building 
maintenance (except du'rlng the hours of 7:30 a.m. - 4?30 p*m. > Monday Friday, 
when the Office of Plant Operations should |)e contacted) . . 



Use of Bus and Vans ' * 

^West Georgia College presently has one forty passenger bus, one twelve 
passenger van:^^n4-tw nine passenger vans for use in student activities* 
The. following picocedures govern the use of t^ese vehicles: , 

The vehicle should be reserved at least one week in advance* • If the 
vehicle is to be used for trips outside of the State of Georgia or for a period 
in excess of three clays* reservations should be made one nionth in advance. 

The sponsoring department/organization must provide a/respo'nsible chapercm 
for each trip. The chaperon must be a college employee who is Willing to accept 
the responsibility fc^r the vehicle and the welfare of the student passengers. 

The chaperon will be responsible for making vehicle reservations with* the 
Plant Operations Department. This may be cfone by obtairiing a vehicle request 
form from the appropriate school office or frosn the Office of Plant Operations 
and filling out the rec^uii-ed ihfonaation. The form should be signed- by the 
person making the request, the depjartmant chairman, and the dean* It should 
then be -sent to the Office of Plant Opera'tions. * Vehicle requests forms ^ that 
have not been signed" by all the required people are coixsidered invalid. 

It is the responsibility of the sponsoring department/organization to 
designate a driver and to assure the Plant Operations Department that the 
driver has a chauffeui/'s license. The driver should check out the vehicle for 
road teat purposes before the scheduled trip. , 

Under no. circumsjrances shall these vehicles ^be- used for the transportation 
of any full-time employee of ^ West Georgia College other than the driver and/or 
the chaperon or chaperons. (These vehicles are for student use only. Board of 
Regents policy does ^ot permit institutions of the University System to own or 
operate passenger vehicles for employees.)" 

The usage mileage rates may be obtained from the Office of Plant Operations . 



Smoking in Classrooms and Meetings, ^ : \. . - , 

^ . > • - - .-• • 

Smoking ia not permitted in the gymnasium* A special room is provided for/ 
smoking in the library* Smoking is not permit tad in the classrooma by fa^culty 
Qr stndenta while class is in session. ^moking is permissible in the' classrooi 
betvaen classes* 

.■ - *■ ... ' ' 

Student Aasistanta . \ / ^ . . 

• Faculty aembsrs who aesire student , assistants should indicate their need to 
t^eir department cij^airsian or dean. Deans provide" the Director of Financial Aid 
with consolidated requests for stiidBttt. assistants. If the names of particular 
students are indicated in the request, effort will be made ta|gsslgn these« 
S,tudents, provided they h§ve made applicfation to the Director of Einanclal Aid. 

Student workers may work up to 15 hours per: week. ' ' ^\ 

Studer^t assistants are paid on a scale ranging from $1.70 to $2,50 per hour. 

Students who qualify for the College Work Study Program jnay work eitl«|r on- 
campus or off -campus. Off-campus assignments are with public agencies or rtrivate 
non-profit agencies and students are under administrative control of West Georgia 
College, . : ' ,1 " ,p 

The supervisor is expected to keep a record of work 'hours performed by 
assigned. student assistants.. If the faculty member does not have sufficient wojMc 
for the assistant, he/she should report this to the department chaiman or dean 
to allow the student to be reassigned for the maximum hours, . . - 

Visitor ParMng Permits, ^! 

Special' timporary parking .permits for^visitxars are° issued at the Department 
of .Public Safety at the request of academic or administrative officers. When 
conferences = or meetings are to he held; ^t is urged that visitor's permits be 
■obtained well in advance and mailed (if possible) to those who expect to attend. 

Parking* Regulations ' 

.Copies of rhe Campus Traffic Code are available at the Department of Pablip 
Safety.., . . \' \ ^ ■ ... r 

^ ' ...» ' ■ 

Issuance , of JKey a 

a, Each faculty member is provided with a key to his/her office and to an 
exterior door M the building in t^hich he/she is housed*.. Keya may be Isaued to ' 
graduate etudentiS and aecretaries at the discrecioil of the appropriate department 
chairmari or super vis or* JCeys will not be issued to undergraduate^ a tudents* 
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All persons t?ith West Georgia:' College Kays in their possession should take 
every possible precaution to inst^re that ka-s are not lost » stolen or reproduaed* 

- vDepartment chairmen or supervisors are responsible for collecting keys from 
students > faculty or other employees who M^e* the college or transfer to 
another department or positicm* . ^ ' . 

» '» ' ' ■ ■ 

J. Solicitation of Funds 

■ , <■"'*'. 
The following procedures are followed cohcerning the solicitation of bus!-' 

nesses and private individuals for contribi^tlons to i^rojects or organiaiatlons 

- , a. coxxese. ,. ' - ■ , ■ ,. . 

1. There shall be no soliciting of funds for scholarships, loans * grants, 
equipment, or supplies* unless it is approved by and in cooperation with 
the off ices of the Director of Development 'and/ or others expressly autho- 
/ risied by ^ the President, 

2» ^There shall be no soliciting of prljses or awards either in merchandise or"^ 
leaoney unless approved by and in cooperatl<>n with the offices of the 
Director of Development and/or others expressly authori^sed by the Presldeifit* 

3* 'The, privilege of seljHng advertising is retljtictad to the Wee t Q eor^ian . / 
and the Chieftain unless specific authorissation is granted /by a cotmBlttee 
consisting of the Director of Development Dlre<ftor of Public Relations 
and the^Dlrector of Student Activities* " , 

K*- Personal Use of Property ^ * ' 

^'"Personal property, owned by an institution shall be used only for institu-* 
tlonal purposes* No employee in the University. System shail permit such property, 
to be r^j«ovBd from the campus of an institution for use On either a rental jor 
loan ba^ls for personal use*" . (Policies ^ Board of Re^i^ents * p* 83)* 

Such property includes maintenance shop facilities and equipment^ audio- 
visual and .ins true tlonal.^edia equipment, and vehicles. 

^ The regulation does not prohibit the use of "appropriate equipnj^nt when a 
representative of the college speaks before, civic clubs and other organizations 
in his eapacity as^ a public servant and is providing- it public relations service 
for the college* . ' ; - ' \ ^ , 

; The use of college stationery^ postage, the long distance telephone lines, 
ahd 'the Atlanta lines for personal reasont la not permissible, ^ 



I** Faculty Hemo 



The Faculty Memo is published* weekly- i^y the staff of the Director of College 
Relations* It ^contains notices of coming evenj:a and news of particular interest 
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to md about the faculty of the College; Any information considered appropriate 
toa this publication should be aubiftitted directly to the Office of College Rela- 
tions. T- , Cf 

M. Equipment for Social. Activities 

- ■ . ^ ' 

Perbons wishiug to borrow items ^8uch as punch bowis, cups, serving trays) 
for on-campus social activities should conCact Food Services at lea^t 24 hours ' 
before items are needed, Iteujs should be obtained from and' returned to the 
Student Center. kU items must be signed~out. to a responsible person, who will 
indicate expected time of return. The. borrower Is held responsible for prompt 
return of all ij;e5ns in a ^condition comparable to that in which they were 
deli^/ered. A breakage- deposit: may be requested, <■ 

Use of Bulletin Boards ^ ■ 

Official boards are placed iti the following places: 

Martha Hunrd, the Student Center, che Education Building, the Education 
Center, Callaway, Social ScieitJce Building » Math-Physics Building, the Huiaanities 
Building, and che Library. , .. .. 

£\ desiring to place notices on the official or other bulletin boards 

shouid have them approved by the Director of Student Activities. _ •; 

Notice^s>^andbills, posters, and banners are to be placed only on bulletin ' 
boards* • They Aay not be placed on buildings ,or tress. In particular, Serial 
should not be .taped to doors of buildings since many of these doors are made of 
plastic instead of glass. 



0. Telephone Servic^ (Usage of the Atlanta telephone- lines) ■ 

The Coiiege has "po direct telephone lines to Atlanta. Atlanta line-^a^ioe 
is for. college business only. All off icial calls to Atlanta must be laade ondne 
of these llnes-rather) Chan as a toll call. To use Che Atlanta lines, one should 
dial operator , id^tify hitaselfi' give his extension number and- the nujsbar to 
be dxaled and hasig up. The operator will cali back wiiten the line is avaifable; 
Calls are tabulated by ufme and extension number and are turned over to the 
appropriate ^office -or scliool at intervals 'and charged to thesa. Academic and adraln- 
istrstive officers are charged with, the rasponsibilitv of seeing. that these lines 
.are used for of ficial business Only.^ ■ . . 

Usage of the Atlanta 'lines is heaviest between lO;O0a,si* and 4:00 p.a, - ' 
Calls mde outside these, hours receive isiuch faster service.' - 



